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WELCOME TO THE BLM! 

I am pleased to welcome you to the Bureau of Land Management in Alaska. You 
have just become a member of a distinguished professional workforce of diverse 
specialists, technicians and administrative personnel. 

Our purpose is to manage the nation's multiple-use natural resources on public 
lands entrusted to the Bureau of Land Management. As a federal agency, we can 
meet the public land management objectives through the efforts of employees like 
yourself. 

Due to growing concern for our natural resources, it is important that we, as 
Bureau of Land Management employees, work together in a teairt effort to 
establish and maintain a positive image and attihide. The Bureau is conKinitted to 
earning and honoring the public's confidencai and support as we strive to make 
sound resource management decisions. I support this commitinent and I ask.^yovi 
to do your part by conducting all of your official actions in a responsible, cnBaible 
and appropriate maimer. 

BLM managers recognize that their greatest challenge arid opportunity's th6 
proper management of their most important resource - ypq, the employee! To 
meet the challenge of managing this workforce requires continuijig innovative 
management. We want to be suite that through orientatiop^ traitlihg and 
motivation programs we help you achieve your career ol^feiiiives while 
accomplishing the BLM's mission. This beg^,#ith yoUr iiVfroductioh to the 
Bureau of Land Management through the employee orientation prograrn. 

It is important that you acquaint yourself with the materials proyi(|^4 within this 
notebook. It has been developed to provide you an overvii^W of th^ Bvureaii, and 
address concerns usually held by new eraplpyees. You may wii^l^.to aQi<4 ; 
information of personal value to the notelsook as you progress ttiroijijgh the 
program. Your supervisor and personnel office will review these materials with 
you and address any questions you may have. 

I hope you will be proud of your accomplishrtients as a public emjiloycse with the 
Bureau of Land Management and that you have a rewarding and chaillenging 
career. 




Edward E Sr/ang 
State Director 



HOW TO USE THIS BOOK 



Your New Employee Orientation Guidebook was developed by us on the 
Organization Effectiveness staff in order to help you make a quick and smooth 
transition into your new surroundings. The book is designed for easy use and 
will be of value to you, both as an orientation tool and as an ongoing personal 
reference. 

The book is divided into sections by subject and the loose-leaf binder makes it 
easy to keep information current A special "Miscellaneous Information" section at 
the back of the book allows you to insert information on subjects not already 
covered. Because there is so much to absorb in a relatively short period of time, 
the information in your book gives only the highlights of basic policies, practices 
and procedures about which you need to know right away. More in-depth 
information can be obtained as needed by talking with one of the subject-matter 
experts referenced in the "Contact" block at the end of each section. Yoiir 
supervisor has specific names and telephone numbers, or you can get them from 
the agency directory included in the "Charts /Directories" section of your book. 

You will find the "Reference" block, also at the end of each section, to be another 
useful tool. This block lists the various books, manuals and other sources which 
contain relevant policies, regulations and other official guidance. You are 
encouraged to become familiar with these resources and to use them whenever 
necessary. 

We hope you find your guidebook useful as you settie into your new position. If 
we can assist you in any way, please feel free to contact the Organization 
Effectiveness section in Anchorage or the Personnel office in Fairbanks. If you 
have any suggestions that could improve the design or content of future 
guidebooks, we especially want to hear from you, either by telephone or in 
writing. It is your feedback to us that will ensure an effective Orientation 
program in Alaska. 
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THE BLM MISSION STATEMENT 

The Bureau of Land Management is responsible for the balanced management of 
the Public Lands and resources and their various values so that they are 
considered in a combination that will best serve the needs of the American people. 
Management is based upon the principles of multiple-use and sustained yield. 
This is a combination of uses that takes into account the long-term needs of future 
generations for renewable and non-renewable resources. These resources include 
recreation, range, timber, minerals, watershed, fish and wildlife, wilderness and 
natural, scenic, scientific and cultural values. 

BLM-ALASKA MISSION STATEMENT 

In Alaska, the Bureau of Land Management is responsible for carrying out the 
mandates of the Alaska Native Claims Settlement Act, the Alaska National Interest 
Lands Conservation Act, the Alaska Statehood Act, and other federal laws. These 
duties make cooperative management a vital necessity. BLM-Alaska's success as a 
public land guardian and resource manager is dependent on its ability to serve the 
public through mutual understanding. Sustaining a working partnership with the 
public is a key element of multiple-use management, given the special nature of 
Alaska and its people. To this end, BLM-Alaska: 

exists to serve the public 

safeguards the land and ensures needed resoiirces are available to 

future generations. 

keeps the nation's promises of the land to the Natives and the State 

of Alaska. 

serves as an information storehouse for the public. 



BLM'S ROOTS 

In 1946, what was then known as the Grazing Service and the General Land 
Office, were merged to create the Bureau of Land Management and the new 
agency was placed in the Department of the Interior. BLM was charged with the 
management of the nation's public lands. Although BLM was made responsible 
for managing the resources on the nation's public lands, the more than 2,000 
unrelated and often conflicting laws pertaining to those public lands meant, in 
effect, that the agency had no real authority. With the enactment of the Federal 
Land Policy and Management Act of 1976 (FLPMA), Congress established a 
coherent legislative mandate for managing the public lands and made the BLM a 
true multiple-use agency. The law recognized that the public lands are a national 
asset, providing goods, services, and vast natural resources for millions of 
Americans. 

BLM's mission (see 'The BLM Mission Statement") is to manage 275 million acres 
nationwide (approximately 80 million acres in Alaska) for the benefit of current 
and future generations. There are many competing uses for this land and, under 
the concept of multiple-use management, all potential uses are equally considered 
before a final management plan is developed and implemented. Remember that 
"multiple-use" does not mean that all pieces of land are used for all purposes, but 
that land is used for the mix of piirposes for which it is best suited within the 
framework of an overall management plan. 



Contact ; District Manager 

Deputy State Director 

Planning and Recreation Specialists 

Branch Chief 



Reference : "Opportunity and Challenge: The Story of BLM" 
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YOU AND BLM'S IMAGE 



The BLM is an agenqr with a high public visibility. Many people are interested in 
how we manage the public lands entrusted to our care. Often, they question or 
disagree with our poHdes and procedures concerning the nianagement of public 
lanc^ and natural resources. This generates conflict and, therefore, media interest 

As a new employee, it would normally be inappropriate for you to conduct 
interviews with the media. If you are contacted by a reporter, please reier tiie 
contact to your supervisor or to the Public Atfairs staff. 

Like most BLMers, you will have few opportunities to deal with press people. 
You will, however, meet many members of die public, either face to face or on the 
telephone. The pride you talce in your stewardship of the public lands, and the 
respect you give to the people you meet will influence their opinions of BLM and 
BLMers for years to come; and they will, no doubt, share those opinions widely 
with others. 

Your goal is to look and soimd like the professional you are. The image you wish 
to convey is of a professional working for an agency that cares about its 
stewardship responsibility, is a)mmitted to facilitating wise use of the nation^s 
natural resources, and dedicated to conserving those resources for use by future 
generations. 

Looking like a professional means that your personal appearance is comparable to 
that of other professionals who work in similar environments within your 
community. Be sure your attire and grooming are appropriate to the work 
environment you are in at any given time. 

In certain situations, the most professional appearance can be achieved by wearing 
the BLM uniform. Mans^exs do encourage that imifcmns be worn when it is 
appropriate. Most BLM leaders will want to own a uniform and wear it on 
occasion. However, iat the majority of positions in BLM Alaska, the wearing^ of 
uniforms is not required. Information on tmiform allowances and ordering can be 
acquired iram the uniform coordinator in your Division or District Offlce. 

Contact: Supervisor 

Procurement, (974B} 

Reference; BLM Manual 1102 

ASO Uniform Handbook 
Video: "The Time is Right" 



UNITED STATES DEPARTMENT OF THE INTERIOR 
BOREAO OF LAND MANAGEMENT 
222 W 7TH AVENUE, BOX 13 
ANCHORAGE. ALASKA 99513-7399 



1400-735/713 (971/970) 

August 11. 1989 

Inscruccion Meffloranduni No. AK 89-286 
Expires: 9/30/90 

To: All Eapioyees in the Division of Support Services 

From: State Director 

iubject: Professionalism m the workplace 

Instruction Memorandum No. AK-89-264, dated July 19, 1989. reminded us that 
several menorandums have been issued during the past year addressing employee 
conduct and standards. These have ranged from appropriate/ inappropriate use 
of govemmenc equipment and supplies to work environnenc issues. .Vonecheless . 
instances of improper conduct such as profane language, jokes, and references 
of sexual, racial, or ethnic nature, ribald magazines, posters, and calendars, 
and offensive verbal inferences of national origin still happen occasionally. 

This instruction memorandum will make clear my expectations of the Division of 
Support Services employees. Most of you act professionally in your work habits. 
your language, your attire, and your workplace behavior. On occasion, though, 
language is used or material is displayed that can be described as offensive. 
Offensive language is difficult to define, but it is generally accepted that 
vulgarity, cttrsing. or unflattering references to race, religion, sex. and 
ethnic origin, even when said in jest, are offensive to many employees. 

Suggestive, vulgar, crass, crude, tasteless, or otherwise inappropriate words, 
pictures, illustrations, remarks, etc.. can also be considered offensive in the 
workplace settingt whether they appear on posters, calendars, clothing such as 
tee or sweat shirts, in pictures or slogans, in jokes, or in other forms. Exhi- 
bition of such items and the use of such remarks in our work areas can create so 
unpleasant an environment as to be considered sexual or racially motivated 
harassment . 

It is my desire that our Division be a pleasant, professional place for 
employees to work and for visitors to visit. I further want to create and 
nourish a work environment that is non-offensive to all employees and to any 
member of the public who comes to us for information or assistance. 
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I ask each of you co refrain froai displaying any items or making any remarks 
chac may be inappropriate for a Federal office building in which employees and 
visitors from both sexes, and with a myriad of cultural backgrounds and value 
systems, mingle. Remarks chat are acceptable to you may be offensive co someone 
else, so use good judgment and discretion at all times. 

I ask each of you for your cooperation in meeting this goal and I chank all of 
you who are already working coward accomplishing it. 




Francis D.^filckbush 

DSD for Support Services 

Distribution : 

EEO Officer (AK-913) 



Desk Guide for Information Disclosure 

Under Privacy Act of 1974 

(as amended FR 35494, Aug 30, 1985 "aiad FPM 293.307) 

The following information concerning current or former employees may be 
disclosed from official personnel folder, without prior employee consent. 

TO THE PUBLIC (inclxidlng prospective non-Federal Employers and credit firms); 

-Name 

-Position title, occupational series, and grade (Includes past and present) 
-Present and past anntial salary rates (including performance awards or 
bonuses, incentive awards, and merit pay «uBount) 
-Duty Station (including past and present) 

-Position descriptions, identification of job elements , and those 
performance standards (but not actual performance appraisals) that the 
release of which would not interfere with law enformcement programs or 
severely inhibit agency effectiveness. Performance elements and 
standards (or work expectations) may be withheld when they are so 
intertwined with performance appraisals that their disclosure would reveal 
an individual's performance appraisal. 

May only be verified: 

Tenure of Employment (time limitations on appointments, etc.) 
Civil Service Status (career, temporary, etc.) 
Length of Service (GSA and Federal Government) 

They may be told only if their information is correct. They may not be told 
the "right answer" without employee consent. 

TO A PROSPrcilVE FEDERAL EMPLOYER: 

All items listed on SF-75, Request for Preliminary Employment Data 
TO POLICE/ COURT 

Any information requested for law enforcement purposes. 
ALL OTHER DISCLOSURES REQUIRE PRIOR WRITTEN CONSENT FROM THE EMPLOYEE. 
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EMPLOYEE RESPONSIBIUnES AND CONDUCT 



As an employee of the Federal Government you must conform to high standards 
of ethical conduct You are judged not only by your offidai actions and conduct, 
but also by your personal activities which may reflect upon your position with the 
Government The Government relies on you as its representative, to perform 
Government business properly, to protect Government interests and to meet the 
high ethical standards of public service. All employees, supervisors, and 
management o^idals share with you the responsibiUty for ensuring that high 
standards of ethical conduct are maintained within the Government You are 
required to become familiar with the standards of conduct regulations and to 
exerdse judgment to avoid any action that might result in or create the appearance 
of misconduct or conflict of interest 

A copy of the current Employee Responsibilities and Conduct section from the 
Federal Re gister is included in your orientation guidebook. The following are 
some key items from that publication: 

You are to act in such a manner so as not to bring disrespect on the 
Bureau, 

You are not to solicit or accept gifts from employees or persons 
outside the Bureau, 

You are to use government property, including vehicles, only for 
offldal purposes. 

You are expected to promptiy pay any indebtedness you incur. 

You are to refrain from committing any acts of sexual harassment 
against another employee or member of the public. 

You are to refrain from gambling or promoting gambling while on 
government duty. 

Avoid lending money to other employees. 

You may be involved in outside work only under specific 
drcimistanoes and only then after approval by your office supervisor, 
and 

As a Bureau employee you may not hold any interest in Federal 
lands. 
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There also are other regulations that govern your behavior as a Federal employee. 
For example: 

No &earms are allowed at any government facility unless an 
exemption applies such as law enforcement agents or certain field 
people involved in specific assigned activities. 

All forms of addictive drugs not prescribed by a physician are 
prohibited. 

No pets are allowed in government vehicles or buildings. 

Statutory provisions contained in the Hatch Act restrict the political activities in 
which you may participate whether you are on or off oftidal duty. Generally, 
you 

- May register and vote as you choose. 

- May assist in voter registration drives. 

- May express opinions, as a private individual, 
about candidates and issues. 

- May participate in campaigns where none of the 
candidates represent a partisan political party. 

- May contribute money to political organizations 
or attend political fund raising functions. 

- May attend political rallies and meetings. 
• May join political dubs or parties. 

- May sign nominating petitions. 

- May campaign for or against referendum questions, 
constitutional amendments, municipal ordinances. 



- May not be candidates for public office in partisan 
elections. 

- May not campaign for or against a candidate or slate 
of candidates in partisan elections. 

- May not make campaign speeches or engage in other 
campaign activities to elect partisan candidates. 

- May not collect contributions or sell tickets to 
political fund raising functions. 

- May not distribute campaign material in partisan 
elections. 

- May not organize or manage political rallies or 
meetings. 

- May not hold office in political dubs, political action 
committees (PACs), or parties. 

- May not circulate nominating petitions. 

- May not work to register voters for one party only. 



Contact: Empk)yee Relations Specialist (AK971) 



Reference: BLM Employee Handbook, pp. 42-45 
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TESTIMONY IN LEGAL PROCEEDINGS 



Departmental regulations mandate that as an employee of the Bureau of Land 
Management, you shall not testify in any judicial or administrative proceeding 
concerning matters related to the business of the Government without receiving 
prior approval of the State Director. Also, you are advised not to talk informally 
with litigants or their representatives about proceedings which may involve the 
Government 



If you work at a District Office, you are to report immediately any contact 
described above to your District Manager. If you work in the State Office, any 
such contacts are to be reported to your Deputy State Director or Staff Oiief. 



Contact: Staff Chief, Public Affairs 



Reference: Departmental Manual 452 
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THE SECRETARY OF THE INTERIOR 
WASHINGTON 



NOTE TO ALL EMPLOYEES 

Please take the time to carefully read the attached Ethics and Conduct Infor- 
mation Bulletin. 

It may Impact you! 

The bulletin deals with a new Interpretation of Title 18 U.S.C. Section 208, 
which is much broader than the previous interpretation. 

Section 208 is a criminal statute and the penalties for violation can be severe. I 
cannot stress enough, the Importance of studying the attached material 
and reviewing your personal financial Interests against it. This statute ap- 
plies to all employees regardless of grade level or position. 
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UNITED STATES DEPARTMENT OF THE INTERIOR 
OFFICE OF THE SECRETARY 

ETHICS AND CONDUCT 
INFORMATION BULLETIN 

•••••• • • ••••••••••••••••• • • •••••••••• 

BULLETIN NO. 87-1 DBPARTMBNT OF JUSTICE MBMORAMDUM 

DATE October 19. 1987 ON 18 U.S. C. S208 

• ••••••••••••••••*••••••♦••*■•*••♦*■*•*•* 

*** FOR DISTRIBUTION TO ALL BMPLOTBBS *** 

Tli« Dcpartmant of Justice has issusd a acmorandna that dcala with the 
interpretation of the tera "particular^ aatter* as those words are ased 
in 18 U.S.C. $208. This conflict of interest statute applies to all 
eaployees including those who are not required to file a financial 
interest stateaent. Because of the criainal penalties associated with 
this statute your personal attention to this aost recent interpretation 
is very iaportant. 

Title 18 U.S.C. Section 208(a) prohibits each federal eaployee f roa - 
acting on a ''... proceeding, application, request for a ruling or other 
leterainatdon. contract, claia. controversy, charge, accusation, arrest 
iv other particular aatter" in which he or she has a known financial 
interest. In tha past. Departaent policy advice about the tera 
"particular aatter" was that it encoapassed "specific" aatters (i.e.. 
discrete and identifiable aatters) in which private persons or entities 
have a clear and direct stake. It was our view that an eaployee need not 
because of section 208 be disqualified froa participating in aorc general 
aatters. such as the proaulgation^ of regulations or resolution of general 
policy issues. 

The Departaent of Justice aeaorandnas requires that we change our* past 
advice. ' The aeaorandua concludes that the tera "particular aatter" in 
section 208(a) extends to ruleaaking and general policy aatters, as 
well as "specific" aatters. The aeaorandua states: "The language and 
legislative history of section 208. as^ well as other provisions of 
the conflict of interest laws, support an interpretation under which 
the statutory disqualification requireaent extends to all discrete 
aatters that are the subject of agency action, no natter how general 
their effect. Whatever flexibility there is in applying section 
208(a) in the context of such a discrete aatter nust be introduced 
in connection with deteraining whether, in light of all the facts. 
the aatter is likely to have a direct and predictable effect on an 
official's private financial interest." 

'his aeans that an eaployee aay not work on general natters (regula- 
, ions, general policy issues, general legislation aatters. etc.) 

hen he or she has a known financial interest covered by §208 (a) and the 
general aatter is "likely to have a direct and predictable effect" on 
that financial interest. In applying this broader interpretation^ any 
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direct and predictable effect is iaportant to the decision of whether 
§208(a) applies. Even vhen an employee's vork on regulations will 
have a detriaental effect on personal financial interests, disqualifi- 
cations are still necessary and §208(a) will still apply. 

It should be remembered that,§208(a) applies to the employee's known 
financial interests and to financial interests the employee 
knows to be held by: 

o His or her spouse or minor children. 

o His or hmr partner, 

o Am organization in which the employee is serving as an 
officer, director, trustee, partner or employee, or 

o Any person or organization with whom the employee Im 

negotiating or has any arrangement concerning prospective 
employment* 

Disqualification is necessary if official action on a matter will affect 
any of these known financial interests. For example, you may be a partner 
with an individual in a business venture that has nothing to do with the 
Department of the Interior. If your partner deals with the Department of 
the Interior through other business arrangements in which you have no 
financial interest and you have knowledge of that fact, you may not work ^,^ 
on any matters, including general regulations or policy matters, when 
those matters are likely to have a direct and predictable effect oa- your 
partner's financial interests. 

Also, for example, you may be an officer, trustee, partner or employee, 
serving without pay, in a non-profit, tax-exempt organization. If you 
know that organization has a financial interest in any Department of the 
Interior issues, you may not work on those issues, including any general 
regulations or policy matters, when your work is likely to have a direct 
and predictable effect on the organization's financial interests. The 
fact that an organization is willing to expend funds to legally challenge 
or to garner support for the Department of the Interior may be viewed as 
a financial interest in Department issues. 

The provisions of 18 U.S.C.S208(b} provide very limited criteria for 
granting waivers to the S208(a) prohibitions. Waivers must be re- 
quested, in advance of participation in a particular matter. Requests 
must be in writing and sent to the Designated Agency Ethics Official. 

It is also important to know that this broader interpretation of 18 

U.S.C. §208 does not change or eliminate the application of the general 

conflict of interest requirements in Executive Order 11222, as amended. 

While 18 U.S.C. §208 provides criminal penalties for actions in 

connection with specific known financial interests. Executive Order 

11222, as amended, provides administrative penalties for certain actions ^— ^ 

Specifically, all Federal employees are prohibited from: 
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(i) Using public office for private gain; 

(ii) Giving preferential treatment to any person, except as 
authorized or required by law: 

(iii) Impeding Government efficiency or economy; 

(iv) Losing independence or impartiality: 

(v) Making a Government decision outside official channels; or 

(vi) Affecting adversely the confidence of the public in tha 
integrity of the Government. 



Deputy. Associate and Assistant Ethics Counselors throughout the Department 
are being directed to implement the Justice Department memorandum immediately 
Application of this broader prohibition will not be made retroactively. 

Employees are personally responsible for analyzing their own situations and 
for determining if any problems exist under this law. I urge each o£. you 
to immediately review your financial interests with this new interp.retat.lon 
in mind. If you think you have a problem or if you need assistance to-make 

determination, please contact your bureau or office ethics counseLor* "^ 
_ i will see to it that sufficient resources are devoted to this effect so 

lat your inquiry can be handled in a timely manner. I recognize that: some 
time is necessary for employees and ethics counselors to review and^analyse 
each situation in order to fully implement the Justice Department memorandum. 
Employees will be expected to be in full compliance with this broader 
interpretation as soon as tbeir individual circumstances permit* but, in 
all events, no later than December 31, 1987. 



DONALD PAUL HOD EL 
SECRETARY 



Tuesday 

Oectmoer 1. 1981 

Revisions to October 1,198A 
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S«e. 

20.735-30 Scop* o( fubpait. 

20.T3S-ai C3«n«na eoafllet of Intcrose pro- 

hlblUeitf. 
20.73S-22 Sututory proiUblUons. 
30.73S-23 Outsldo work and latorHU. 
30.73ft-24 InttTMU In fodcral lands. 
20.739-36 ZnurMU In iindortround or war- 

fan ooat mlnlsc opormtloaa. 
30.739-37 Int«r«tt in miniBV aetlTittos. 
20.739-29 Xnurcau In trading with Indiana. 
30.739-20 Indian and Alaaka Nattvo omni« 



30.739-30 ZxteuttTo Order flllnc roqulro- 

aonCB. 
30.739-31 Ethlci In Oovommont Aet filing 

requlrtmtnta. 
30.735-33 Surface Mining Control ar d Il«c< 

lamatlon Aet filing reauiremcncs. 
30.739-33 HovtofUe. 
30.739-39 Certificates of dlielalmer. 
30.739-37 Revlev and analyils of «ute> 

menta. 

Sultpmtt t— teteiiiHea •# CenlIkH •# Interett 



30.739-40 Procedures for resolving 

fUets or prohibited holdlagik 
30.739-43 QuaUf led trusts. 
30.739-43 Appeal procedures^ 



con* 



tobpett f t pedel 



Oevemeieirt fnipleyt 



20.739-90 Scope of subpart. 

20.739-91 Conflict of inurest statutes re* 

latlng to spcdal covemment employees. 
20.735-S2* Conduct provtaions of particular 

interest to specul government eowioy-- 

20.739-93 Statements. Of employment and 
flnantrtal iPttrestiM 



20.739-90 
30.733-91 
20.739-92 



Scope of subpart. 
Pest*employment restrictions. 
AdmlnlstraUve enforcement pro* 



Stikpmif H— «lbll«f repliy el Stelwtet 
30.73&-70 BlbUography Of Statutes. 



Arransx A-I^Ekplotb CanxneaTZW— 
U3. OsetociCAt. ScmvTT 

A-3— EKFlOTBt CBTXRCanoif— 
Ijfpsjui Ayyaas 

A-3— ElSPtOTB CatTXnCATtOlt^ 

BmuAO or Lajtb MAjfAcacorr 



CaiTITTCArZOif— 

CctmrcATToiv— 



(Supp. V luir, 

(29 UAC 472): 
Stat. 490-91 (30 
CO. 11322.^ SO 
(Comp.). as 
cm 739-104: 
737.X(CX7>. 



Sec 

Arrarenc A-4~E]SFtoi 

BnuAO or Muncs 
Ammtx A-9->Eicptoi 

Omcr or tib SseaxTAKT 
ArrcRBix A-4— •MniatALS MAiiAcoa^rr 

Saa vics Eig toTK S CtanncAXXoir 
Airarexz Bi^dlBBivBi 

C^Lisr or fioptOTOK. nr ADot- 

Tzov TO as*l9's Aim BzexBL RsoonixB 

TO ruM Co mnMu n x Aiu Statsmbtts or 

E¥noTicBrr tan PtHAncut. Ixtoubsts 

CNofXS] 

UJB.& 301: 19 VS.C. 207(j) 
see. 12. Ch. 979. 49 SUt. 996 
see. 201(n. Pub. U 19-97. 91 

VAC. 1211 (Supp. V 1981)): 

PR 9499. 3 CFR 1964-45 

(19 U3.C. 301 note): S 

9 CFR 734.103: 9 CPR 

Otherwise noted. 

SovMi: 49 PR 99439. Dec 1. 1981. unless 
otherwise noted. 

Subp«ff A«-0«n«r«l Provisions 

I20.73S-1 DennHions. 

(ft) GeneraL The foUowlnc temu axe 
used throughout this pftrt ftnd have 
the f oUovlnc mf ntnir 

(1) "OepSLrtment** mesns the United 
States DetMrtment; of the Znterlor and 
any of Its components. 

(2) "Secretary" means the Secretary 
of the Interior. 

(3) "Bureau" means each major pro* 
gram operating organization of che 
Department, the Office of the Secre- 
tary, and eadi. other Departmental 
Officer 

(4) "Employee" means. a regular em* 
ployeer a speeiak govemmenr employ- 
ee, and a contract education employee 
In Indlaa Aflain as defined in 3S CFR 
31(gX3) (h) and (i) unless the text of a 
particular subpart, section, or para- 
graph indicates that either regular 
employees or special government em- 
ploy eer are not intended to be covered 
by that eubpart; section or paragraph. 
Volunteers in Parks accepted pursuant 
to 16 U.S.C. 18(g) are not employees. 

(5) "Regular employee" means any 
officer or employee of the Department 
who is appointed or employed to serve 
more than 130 days in any period of 
365 consecutive days. 

(6) "Special government employee" 
means ftjiy employee or officer of the 
Department who is retained, deaignat- 
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eoU appointed, or employed to perform 
temporsry- duties, with or without 
eompeasatloa. for ao( to exceed 130 
days durlnc any period of 365 eonaeen- 
tive oalcndAT ddyt, either oa 4 full* 
time, psrt-tlme or latermltteat basis 
(18 a.S.C 303). UJS. Mlaeral Surrey, 
ors are considered to be special forera> 
ment employees. 

(7) "T7.3. lyfineral Surveyor" means a 
person appointed under the authority 
of 30 U^.C. 39. and as such Is Included 
within the term "ofllcers. elerlES. and 
employees** of the Bureau of Land 
ftfianacement as that tetm Is used In 43 
UJSX^ 11 and construed in Wtuktif v. 
Hammtr, 233 XJ^ 89 (1913). 

(8) "executive Order** means Cxeeu* 
Uve Order 11332 of KCay 8. 1888 <18 
U.S.C. 301 note). 

(9) "Oesicnated Afeney Ethics Off!- 
tftal** means the Principal ISeputy As- 
sistant Secretary— Policy. Budcet and 
Administration. In a ccordance with 
the rules in 9 CFR 738.303(b}. the 
Deputy Acency Ethics Official shall 
Mm as alternate aceney ethics offi- 
ciaL 

(10) "Sthict Counselor" means the 
head of eseh burMii^ m that term is 
defined in pancnpii <ftX3) tbo>vt. 
except that the Asiistaac Secretary— 
Policy. Budctt and AdmlaistratSon Is 
the Ethics Counselor for employees in 
the Office of the Secretary and other 
offices for which personnel services 
are provided by the Olvlsion of Per* 
sonnel Services. Office of Administra* 
cive Services. 

(11) "Deputy Sthlei. Counstlor" 
means the bureau personnel officer or 
other qualified hMdquarttn emplo^«» 
who haa bees dalafitad retponstblllty 
for the operational duties of the 
Ethics Counselor for that bureau. The 
Director. Office of Administrative 
Services Is the Deputy Ethics Counsel- 
or for employees la the Office of the 
Secretary and other offices for which 
personnel services are provided by 
that Office. 

(12) "Assistant Sthlei Counselor" or 
"Assodatt Ethics Couxiielor" means a 
bureau, reflonal or area personnel of- 
ficer or other qualified employee who 
has been delefated raspoasibility to 
perfoRB^ the operational duties of the 
Ethics Counselor at the field level. As* 
sistant Ethics Counselors or A sso ci a u 
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Ethics Counselors may ziao be desle- 
nated within the bureau headquarterr 

(13) "Indian Affaln" means th 
Office of the Assistant Secretary— " 
Indian Affairs and the Bureau of 
Indian Affairs. 

(14) "Dependent child" means a son. 
daughter, stepeon. or lUpdauchter 
who (1) Is unmarried and under ace 21 
and is Uvins in the household of the 
employee or (11) is a dependent of the 
employee within the meaoinc of see> 
tion 193 of Internal Revenue Code of 
1994 (38 X7.S.C 193). 

(19) "Personal residence" means any 
real property used exclusively as a pri- 
vate dwelllnc by the reportint Individ' 
ual or his or her spouse, which is not 
rented for any period durlnc a calen- 
dar year. There may be more than one 
personal residence, and the term may 
include a vacation home. The term is 
not limited to domicile. 

(18) "Office of Personnel" means the 
Departmental Office of Personnel 
within the Department of the Interior. 
as distlacuished from the Office of 
Personnel Maaafement (formerly 
called the Civtt Service Commission} 
and £roa persoanel offices in each 
bureaa wtthla the Oepartmoit of the 
Interior* 

(b) Spwi/le dt/lnitioru. Additional 
definitions of terms specifically associ- 
ated with a particular subpart or sec- 
tion are found in that subpart or sec- 
tion. 

(48 fit 38429. OeC: 1. 1981: 47 FR 2989. J&n. 

21. 1983. IS amended u 47 PR 43389. Sept. 

27. 1983; 49 PR 8374. Feb. 21, 19841 
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- (a) Purpose These regulations set 
forth Departmental policies and iden- 
tify prladpal sututes aad regulations 
which relate to employee eoaduct aad 
responsibilities. These regulations or- 
dinarily apply to all regular and spe- 
cial employees of the Department. Ex- 
eeptloBS to this general rule are suted 
ia the spedfie subpart, sectioa or para- 
graph to which they apply. 

(b) Geiural poUei, Employees of the 
Departaeat are expected to maintain 
eiperielly high staadarde of hoaesty. 
lategrtty. impartiality, and conduct to 
ensure the proper performance of 
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Government business and the eontln- 
UALtrust and confidence of citizens In 
their GovenuBent. Employees are ex- 
pected to comply with all Federal stat> 
utes* Executive Orders. Office of Per- 
sonnel Management regtilatlons and 
Departmental regtilatlons. The con* 
duet of employees should reflect the 
qualities of cotirtesy. consideration, 
loyalty to the United States, a deep 
sense of responsibility for the public 
trust, promptness in dealing with and 
serving the public and a staodaxd of 
personal behavior which will be a 
credit to the individual. These princi* 
pies apply to offldal conduct and to 
private conduct which affects in any 
way the ability of the employee or the 
Department to effectively accomplish 
the work of the Department. 

(e) £Qual employment opportunity 
policy. It Is the policy of the Federal 
Govemfflent that- there shsJl be no 
discrimination in employment based 
on such factors as race, creed or rell* 
glon. color, national origin, political 
affiliation, physical handicap, sex. age. 
union membership or non-member- 
ship, and similar matters not related 
to merit and fltness^Thit poliey does 
not affect in uur way the provisions of 
2S U.S.C. 4TI dealing with Indian pref* 
erenee in employment. 

(d) Con/ormance vHth poliey and 
ivitordination to authority. Employees 
are required to <:arr7 out the an- 
nounced policies and programs of the 
Department and to obey proper re- 
quesQpand^dlrectionsrof supervisorxr 
While policies, related to one's work 
art^ uziderr eonsidflfatleiBtt employee**' 
may.' ahd^'^are expected to, express- 
their profMslonal optetenatand- points 
of view? Once a dedsion haa been ren* 
dered by those in authority, each em* - 
ployee-is expected to comply with the 
decisiocr and work to ensurr the sue* 
cess of profraffls or issues affected by 
the decision. An employee is subject to 
appropriate disciplinary action, includ- 
ing removal from office. If he or she 
faila to: (1) Comply with any lawful 
regulations, orders, or policies, or 

(2) Obey the proper requeau of su* 
pervisors having responsibility for his 
or her performance. 

(e) Applie^riUty to Indian Affairt 
employetx The provisions of this part 
apply to non*Indian employees In 



Indian, Affairs in the same- manner as 
they apply to aU other employees em- 
ployed elsewhere In the Department. 
Except where otherwlse^indicated. the 
provisions of this part shall, also apply 
to Indian and Alaska Native employ- 
ees in Indian Affairs. 

(f) Bureau responeihUitlee. Ethics 
Counselon shells (1) Establish and 
malntatn Internal, proeedures and 
guidelines to adequately end system- 
atically inform employeee of the con- 
tent, meaning, and importance of the 
regulations In this, part:^ Such supple- 
mentary guidelines mar include specif- 
ic or additlonai restrictions applicable 
to employees of the bureau. Supple* 
mentary guidelines musfe be approved 
by the Designated AgencrEthics Offi- 
cial before they are issued. 

(2) Give a copy of the^ regulations in 
this part to each employee^ upon en- 
trance to duty. At least oner annually, 
each Ethics Counselor shallr 

(i) Remind each employee of the 
regulations in this part; and 

(11) Inform each employer of the 
name, location and telephone number 
of bureau offleiaJswho can properly 
counsel them on ethics, and conduct 



Thia annual reminder stialL be accom- 
plished through a publication or 
memorandum issued to all employees. 
In addition, vacancy announeements 
for those positions whiehr require any 
statement of employment' and finan- 
cial interest:^ shall alertrapi9licanu to 
the filling requirement' - 

(3H Nottfy^the«Des£|B&^:'Agency 
Ethics Official of the namca and loca- 
tiooKsof each Deputr^aotfr Assistant 
Ethics Counselor and of changes in 
such designations. 

(g) £mptoyee- respofUiMfiiies. It is 
the responsibility of employees (1) to 
be familiar with and to comply with 
the regulations in this part. Employ- 
ees are expected to convilt with their 
supervisors and personnel officers on 
general questions ther nay have re- 
garding the applicability of the regula- 
tions. On specific mattcrr and for 
guidance on questions of conflict of in- 
terest, employees may obtain advice 
and guidance from their Ethics Coun- 
selorsf Deputy Ethics Counselon. As- 
sistant Ethics Counselors, the Depait- 
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ment Ethics OffidaL or the Omcc or 
th« Solicitor. (2) to be eereful In desl- 
tnc with the public and with repre> 
aentatives of private industry so ss not 
to live an opinion or decision contranr 
to expressed Oepartmental or bureau 
policy. <3) to avoid expressinc personal 
opinions or makinc unauthorized deci- 
sions about vork situations where 
those opinions or decisions may be 
mistakenly taken to be the opinion or 
decision of the bureau or Department. 
A oMaorandum of discussion should 
be prepared- by. eaployeea previdinc 
ethics advice to represenutivss of pri- 
vate Industry. (4) to report directly or 
threuch appropriato channels to the 
Ofltee of Inspector Oe&erml matters 
eominc to their attention which do or 
may involve violations of law or rule 
by employees, contractors, sub-con- 
traeton. grantees, subgrantees. les- 
sees, licensees or other persons havinc 
official business with the Department. 

<h) Condsief codes /or specifle 
ffroxips, (1) Special codes of conduct 
not in derofatlon of this part may be 
developed or adopted (If established 
by the profession In whieh the em- 
ployee is eaisffd. such as attorneys 
and aeeountaBti) by a burettt or the 
Department for speetflo groups of em- 
ployees encBftd la the same occupa- 
tion or profession. 

(2) Certain individuals, for example, 
volunteers in National Park Service 
programa and enroUees and corps 
members m youth and younf adult 
programs administered by the Office 
of Youth Programs, are Federal em- 
ployees only aaspeetfleally prevlded^in 
Che statute which authortasi their par- 
ticular prograsK. la thfrabeeace of a 
sututory proviaioa whieh makes the 
individual in one of these prognms a 
regular or spedal Oovemment em- 
ployee, the individual la not subject to 
the regulations la this part. Bowever. 
the head of a bureau responsible for 
individuals la such a progna may 
submit a proposal requesting that all 
or part of the refuiatlons la this part 
be made applicable to the particular 
category. 

(3) Proposals for spedal codes of 
conduct, inftiidtnc procedures for 
their implemeatatloa,^ and proposals 
for spplytaf a portion of these reguia* 
lions to specific catecories of Individ- 
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uals shaU be submitted to the Desig- 
nated Agency Ethics Official for ap- 
provaL The Office of Personnel and 
the Office of the Solicitor shall also 
approve such proposals before they 
are adopted. 

(iXi) Special codes of conduct have 
been approved in secordanee with 
f30.735-2(h) for two groups of em- 
ployeeer 

(A) Bureau of Land Management 
Tin BfCanagement Teams— approved 
January 10. IMl. 

<B) Office of Inspector General 
Auditors and Investigators— approved 
July li. 199SL 

(ID Special codes are effective when 
signed by the Designated Agency 
Ethics Official and a represenuuve of 
the Office of Personnel and the Office 
of the Solicitor. The listing of codes 
sdopted will be revis ed when revisions 
are made to 43 CFR Part 20. Copies of 
these codes may be obtained from the 
Department's Designated Agency 
Ethics Offldal or the Bureau Etlilcs 
Counselor for the bureau involved. 

C4f fit 8i43S. OecU IMt. as tmended u 47 
PR 4a3fg, Sepc 37. IStS: 4t yR 1379. Feb. 
S2.1M43 

I20.73S-4 lUspeiisiMUties of tthks offl- 
dale sad diaaaels for eouaMUag. 

(a) lUaponsibauUs of tthiet o/ft- 
ciaU, (1) The Designated Agency 
Ethics Official (or the Deputy Agency 
Ethics Official In his or her absence) 
shaU: (1) Administer the regulations 
goveralas tha conduct and responsibil- 
ttles of employees in the Depanmenu 

(II) Dttaloriad adsiiaister aa effee* 
ttve system tad proeodures for the col- 
lection, filias. review, and public in- 
speetToB of flaaadal disclosure state- 
ments la aeeordaaco with applicable 
sututes aad refulations; 

(lii) Provide advice, assistance, train- 
ing, sad guidance to aU levels of 
Ethics Couaselon aad to any employ- 
ee wtthia the Oepartaaat; 

(Iv) Moaitor the conflict of interest 
procraa uitas reportt requested of 
bureaus sad periodic laumal audits 
aad adaiiaistrativt rtvlewa performed 
by tha omet of laspeetor General. 
the Designated Agency Ethics Official. 
or others. 
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(V) Review sUtements^ of employ< 
ment and. rizunciaLlnterestt for those 
Department employees dted in 

I 20.73S-31Cb): 

(vf> Ensure that all financial disclo- 
sure sta te me n ts filed by employees 
with bureaus are completely and effee* 
lively maintained and consistently re- 
viewed for conformance to all applica- 
ble laws and statutes; 

(vll) Assume the authorities and re- 
sponsibilities of any Ethics Counselor 
within the Department, either for the 
duration of an individual case or for a 
period or periods.- not to exceed six 
months each; 

(viii) Develop and supervise an edu- 
cation and eounselinf proiram for em- 
ployees on all ethics and standards of 
conduct matters: the program shall In- 
clude counsellnr on post employment 
matters- and shall provide that ade- 
quate and specific records are kept on 
any advice-renderedr 

ax) Evaluate periodically. In con- 
junction with the Office of Govern- 
ment Ethics, the Department's stand- 
ards of conduct refulations. financial 
disclosure systems and post-«Bploy- 
ment enforcement system* to deter* 
mine:' their adtquaer tod eff ectiveaesa 
in relation to eurrenf Departmental 
responsibilities^ 

(X) Act as liaison with and. as neces- 
sary or required, provide information 
to the Office of Government Ethics 
concerning the Department's ethics 
function. 

( xi)- Develop;, maintains and- publish a 
list of those circiunstancer or situa-« 
tions.,whieh^ haraMiresiiUe^ or maji^ 
result ih« noncompliance* witlr ethlce^ 
Iaw» and.refulatioiis;»^ 

(xii) Keep^ appropriate^ records^ on^ 
advice rendered; 

(xiii) Take prompt: and effective 
action to insure that appropriau re- 
medial actions arr tmken:^ 

(2) Ethics Counselors-are responsible 
for administering the regulations gov- 
erning the conduct and responsibilities 
of employees la their respective bu- 
reaus. Ethics Couaselon shalL. (1) 
Order remedial action in accordance 
with the provisions of 1 20.'735-40. 
This authority may not be redelegat- 
ed: 

(ii) Designate the Bureau Personnel 
Officer (or other qualified headquar- 



ten employee) u Deputy Ethics Coun- 
selor. Deputy Ethics Counselors may 
carry out operational duties of the 
Ethics: Counselor within their bureaus 
under the general direction of the 
Ethics Counselor, including reviewing 
statements of employment and finan* 
dal interests. Uif onnally resolving con- 
flict of interest situations, and answer- 
ing employee conduct questions: 

(ill) Consolidate the final review, cer- 
tification and filing of finandai inter- 
est-statements at the headquarters 
leveUandr^ 

(lv> Designate regional. or area per- 
sonnel officers (or other qualified em- 
ployees) as Assistant Ethics Counsel- 
ors- to perform ethics counseling and 
the InitlaL financial statement review 
at the field office leveL Assistant 
Ethics Counselors may also- be desig- 
nated within the bureau headquarters. 

(b) Otaaneis /or eounsciinsi Employ- 
eer may se^ advice from any bureau 
ethics counselor, the Designated 
Agency Ethics Official or the Office of 
the Solicitor. It is the Department's 
policy to encourage responsible dispo- 
sition: of eounaellag requests and to 
strive for conttrteney in the applica- 
tiOB' of employe* responiibaity and 
conduct refulatlons. To achieve this: 

(1) Ethics CousaelorssbalL. if possi- 
ble, consolidate the operation of the 
ethics counseling function at the head- 
quarters leveL Employee inquiries 
should be directed to that office. In 
bureaus where consolidation is not 
fetsibles Assistant. Ethics^ Counselors 
shall: seek concurrence in their finai 
de dsi an si ^ Itong^ the- buzeane'Deputy 
Ethicr Counselor or Ethics Counselor. 
Cthics:^ Counselors may^ seek advice 
firenr the Designated Agency Ethics 
Official,. Regional Solicitors, the Asso- 

'date Solicitor for General Law or 
other Solicitor Office officials desig- 
nated by the SoUdtor. 

(2) The Designated Agency Ethics 
Official shall provide advice on any 
ethics matter to employees and to 
Ethics Counselors and shaU seek 
advice from the Associate SoUdtor— 
General Law. 

(3) Employees wishing to request 
advice from the Solldtor's Office shall 
submit requestt to Regional Solidton 
or to the AsMdate SoUdtor— General 
Law. in Washington. D.C.. ss appropri- 
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ace. Regton&l SoUcltors called upon to 
render Advice vtUeh wtU affect Inter* 
pretationi of the emoloye« respozui- 
biUt7 and conduct regulations ahall 
seek concurrence In their final deei* 
eiona from the Ajsodato Solicitor- 
General Law. 



C4« m SM3S. Dee. I. IMl. m aaeaded u 40 
PR <37S. Feb. 31. 1M4] 

120.735-4 Sanction*. 

(Ai Violations of the regulations In 
this wrt by an employee may b« cause 
for appropriate eoirective, diseipUttary 
or remedial action, which may be tn 
addition to any ertminal or dvU penal- 
ty provided by law. 

(bXl) OlseipUnary action may In- 
clude oral or written wanxlnc or ad- 
monishment, reprimand, suspension, 
reduction In grade or pay. removal 
from position or removal from office. 
Such action shall be taken in accord- 
ance with Oepartaentai policies and 
procedures, applicable statutes. Execu- 
tive Orders, regulations, and any ap- 
plicable collective bargaining agree- 
ment provlsiotts. OfsdpUnary action 
for violation of conflict of interest 
lawr or of the regulations tn this Part, 
may be Impngirt Independently from 
and without prior tppUotlon of rtme* 
dial aetiont tneiudinc those remedial 
actions dted In f 20.735-40. 

(2) Remedial actions required may 
Include those actions • described tn 
! 20.739*40. Failure to comply with ap- 
propriate remedial action may result 
in suspension or removal from office, 
or other dlselpUnsry action. Employ- 
ees may appMl divestiture orders in 
accordance with procedures contained 
In 1 20.739-43. 

(e) The procedures for disdpUnary 
action Involvlnc contract education 
employees i n In dian Affairs are con- 
tained in 29 cm 31.6. 

C40 FR <37S. nt, 31. 1M4] 

Swbport t— flhicol end Other Ceii- 
duct end letpensibllilfes el Iflf 
p<oyees 

I20.73S-4 Seope of subpen. 

(a) Standards c/ conduct This sub- 
part contains peUdes, procedures and 
restrictions concemlnc the ethical and 
other conduct and responsibilities of 



both regular and special government 
employees in the discharge of their of- 
ficial responsibilities. Employees are 
expected to maintain high standards 
of honesty. Integrity. Impartiality, and 
other ethical and moral conduct and 
to avoid any actions, whether on or off 
duty, which could reflect adversely on 
the Department or Government serv- 
Ice or which would jeopardize the em< 
ployee's fitness for duty or effective- 
ness In dealing with other employees 
or with the pubUe. 

(b) ProhOiUd AeHvlOMM, (I) An em- 
ployee shall avoid any action, whether 
or not specifically prohibited by this 
subpart, which might result in. or 
create the appearance of: d) Using 
public office for private gain: 

(U) Giving preferential treatment to 
any person, except as authorized or re- 
quired by law; 

(ill) Impedinc Goverxunent efficien- 
cy or econoffliy: 

(Iv) Losing independence or impar- 
tlaUty; 

(v) Making a Government decision 
outside official channels; or 

(vi) Affeetinc adversely the confi- 
dence of the pubUe in the integrity of 
the Government. 

(2) An employee shall not have any 
Interest (financial or non-flnandal) in 
any contract, grant or other particular 
matter administered or controlled by 
this Department in which the employ- 
ee vas personally or substantially in- 
volved through the performance of his 
or her dutics.- 

(3) Contracts shall not knowingly be 
entered Into between the Government 
and employees of tho Government or 
business coneerBs or organisations 
which are substantially owned or eon- 
trolled by Government employees, 
except for the most compelUni rea- 
sons, auch as eases where the needs of 
the Qovemment cannot reasonably be 
otherwise suppUed. (41 CFR 1-1.302-3) 

(4) When a contracting officer has 
reason to believe that an exception as 
described in paragraph <bX3) of this 
section, should bo made, approval of 
the decision to make such an excep- 
tion ahaU bo handled In aoeordanee 
with aceney procedures and shall be 
obtained prior to ent ering Into any 
such contract. (41 CFR !• 1.303-3) 
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Z0.73&-7 GiAs. enurtainmcnt. tnd fmvon 
from dom«*tle •ourect. 

(ft) Salieitinff or aeeepting gifU. 
Except fts provided in pftncr&ph (b) of 
this MCtiocu an employee shAli not so- 
licit or ftccept. directly or indirectly. 
ftny fi/t. grstuity. fftvor. entertain- 
ment, loftzu regaxdless of its value, 
from ft person who: (1) Has. or is seek' 
ing to obtain, contractiial or other 
business or financial relations with the 
Department: 

(2) Conducu operations or activiUes 
that are regulated by the Department: 
or 

(3) Has interests that may be sub- 
stantially affected by the performance 
or non«performance of the employee's 
official duties. 

The prohibitions In this paragraph 
apply to special government employ- 
ees while they are employed by the 
Department or in connection with 
their work with the Department. 

NoTC For purpoacs of the tzetuslons In 
this subparagraph (b) where the term 
"nominal value" is used it meaas a value of 
tiA or leea. 

(b) fzetMioiu. (1) The prohibitions 
of paragraph (a) of this section do not 
apply in the context of obvious family 
or personal relationships, such as 
those between the parents, children, 
or spouse of the employee and the em- 
ployee* when the circumstances make 
it clear that it is those relationships 
rather than the business of the per- 
sons concerned which are the motivat- 
ing factors. 

(2) An employee may accept: (i) 
Food and refrtshmenti of nominal 
"alue on infrequent occasions In the 
ordinary course of an official luncheon^ 
or dinner meeting or other official or 
professional function or on an Inspec- 
tion tour where an employee may 
properly be in attendance. 

(ii) Unsolicited advertising or promo- 
tional material, of nominal value such 
as pens. pencUs, note pads, calendars, 
and other similar items. 

(ill) Gifts, on behalf of the Depart- 
ment, which are offered for the ad- 
vancement of the Afflertean Indian, or 
for the National Parks: such gifts shall 
be deposited with the bureau property 
officer, and 



(iv) Suitable mementos or ftw«xds of 
nominal value for a meritorious public 
contribution or achievement. 

(3) All Department employees may 
accept gifts offered to them by Inhab- 
itants or officials of the islands, terri- 
tories and possessions which fall 
within the responsibility of the United 
States, when refusal to aoeept such 
gifts wouid be likely to cause offense 
or embarrassment or otherwise ad- 
versely affect relations with the 
United States. Gifts of nominal value 
or perishable gifts such as food or 
flowers accepted under this provision 
may be retained by the employee. 
Non-perishable gifts of more than 
nominal value accepted under this pro- 
vision shall be deemed to have been 
accepted for the Department. shaU 
become the property of the United 
States upon acceptance, and shall be 
deposited by the employee with his or 
her property officer within 60 days of 
acceptance. 

(c) Solieiting contributioru. An em- 
ployee shall not solicit a contribution 
from another employee for a gift to an 
official superior, make a donation as a 
gift to an official superior, or accept a 
gift txwax an employee receiving less 
pay than himself or herself (5 U.S.C. 
73S1). However, this paragraph does 
not prohibit a voluntary gift or dona- 
tion made on a special occasion such 
as a marriage, illness, or retirement. 

C4e FR S842S. Dec 1. 1981: 47 FR 2995. J&n. 
21. 1983. M amended at 47 FR 42360. Sept. 
27. 1982: 49 FR 6375. Feb. 21. 19841 

f 20.73S-8 cuts and deeontions from for- 
eign govenaMnts. 

(a) This section implements the For- 
eign Gifts and Decorations Act (S 
U.S.C. 7342). 

(b) Dtfinitions. (I) "Employee" 
means all regular and special govern- 
ment employees of the Department, 
experts and consultants of the Depart- 
ment appointed under 5 U.S.C. 3109. 
spouses of all such Individuals (unless 
such individual and his or her spouse 
are separated) and dependentt (within 
the meaninc of section 1S2 of the In- 
ternal Revenue Code, 28 U.S.C. 132) of 
fueh an Individual. 

(2) "Foreign government" means 
any unit of foreign governmental au- 
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thorlty. indudinc any tonlga iiAtton- 
ad, SUM. local and muziteipftl coven- 
m«nt: aay InunuUoBal or multlnA* 
tlonai onaaizaUon whose membonhlp 
Is eonxposed of aay unit or f orelcn gov- 
erxuBcnt: sad any ac«at or mprinmn 
tlve of any luch unit or orgaaizatloa 
while aetlBc in that capacity. 

(3) "Qlft" means a taadble or iataa- 
flble present, other than a decoration, 
tendered by. or received txom, a for- 
eign govemment. Examples of Intangi- 
ble gifts ara travel and subsistence ez- 



(4) 

devlee.^ medal, badge, tnilgnla. emblem 
or award tendered by. or rteeived 
from; a f orelgB government. 

(5) "Mtnfmal Value" meaa» a rctaa 
value iB the United States at the time 
of acceptance of $140.00 or less. Refer 
to Federal Property Management Her- 
ulations Amendment B-130 dated Sep- 
tember 29. IMl. 

(e) ProhitHUd aetivitUs. An employ- 
ee is prohibited from: (1) Requesting 
or otherwise eaeouiaging the tender 
of a gift or decoration from a foreign 
goveniment; or 

(2) Acetpdnr » gift or decoration 
tram a foi«lg& govenment, except In 
aeeordiaes^vtth tht nalss and proee> 
dures of tilt Department. Thescprohi- 
bitions apply whether an employee is 
on or off duty. 

(d) Sxetptiona. An employee may: 
( 1 ) Accept and retain a gift of minimal 
value tendered and received as. a sou- 
venir or mark, of courtesy; and^ 

(2) Accept a gift of more thaa mini- 
mal value when such a gift It In the 
nature- of aa educational seholanhlp 
or medical, trtatmant, or wheirlt ap* 
pears to refuse tlM gift would likely 
cause offtBst or embarrasamcat or 
otherwise adversely affect the foreign 
reiatlona of the Uaited States^ provid- 
ed that: (D Whta a taagibte gift of 
more thaa minifnai value is accepted. 
It will be deemed to have been accept- 
ed oa behalf of the United States, 
shall become the property of the 
United States upon sficeptaaee. and 
shall be depositsd by the employee 
with the Department within 60 days 
of aoceptaace: and 

(U) An employee may aoetpt HfU of 
travel or expenses for travel taklnc 
place entirely outside the United 
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fii'^J-*^ *■ trmaiportaaon. rood. 
and lodging) of more than rainlmai 
value If auch acceptance la aporoDn- 
ate. consistent with the interests or 
the United SUtes. azid dsteralBed by " 
the Assistant Secretary— Policy. 
Budget and Administrauon to be in 
the best interests of the Department. 
In such cases, sa approprlau adjust- 
ment must be made to the travel 
voucher claim covering per diem, lodg- 
ing. ete4 

(3) Accept, retaia. and wear a deeo- 
ratioo tendered la reeogaition or 
active field service In tiaw of combat 
operations or awarded for other out- 
staadlag or uausually meritorious per- 
forauace. subject to the approval of 
the Department. ProwUd, That: d) 
Without such approval, the decoration 
Is deemed to have been accepted on 
behalf of the United Sutes. shaU 
become the property of the United 
States upon acceptance, and shall be 
depoeited by the employee with the 
Department within 60 days of accept- 
snce:and 

(U) Requests for approval should be 
seat to the Aaslstaat SecretarT— 
Policy. Budget sad Admlaistration. 

(40 FR 8S4aS. Oee. 1. Iftl: 47 FR 2M8. Jan. 
21,1M2) 

l20.73S-t ReimbanemMit of travel and 
related txptnsea. 

(a) Policv. (1) Except as specifically 
authorized by law, when an employee 
Is on official duty (no leave status) all 
travel and accommodations shall be at 
Goverxuaent expeasr sad his or her 
aceeptaaee of outside reimbursement 
for travel expenier or seivlees la kind 
from private sources, either la his or 
her behalf or ia behalf of the govem- 
mint. Is not allowed (18 U.S.C. 209). 
This laeiudes iastaaces where aa em- 
pleyet ii officially dlreetsd to partici- 
pate in a eoaveatloa, seminar, or simi- 
lar meeting spoasorcd by a private 
source for the mutual interest of the 
Qoveraffleat and tht private source. 
In such instaaces. expeascs shall be 
ehargtd to tht approprlau bureau or 
DepartSMat approprlatloa. 

(2) Tht Dtpartmtat may charge a 
ftt or aeetpt rtimburMmtBt for pro- 
viding a stnrlet or thine of value to a 
private source whea the service or 
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thine of value provided benefit* to 
both the Government and the partleu* 
Ur private source (31 n^.C 9701). in 
luch Instances only a portion of the 
costs can be accepted from the private 
source. Tbe Department must pay ez« 
penses auodar^d with Its usual offi- 
cial business and for the benefits It re- 
ceives from partldpatlns In the event. 
The private source can be charged or 
may reimburse the Department for 
that portion of the service provided 
that exceeds the Department's usual 
expenses and the benefits to the gov- 
emment. Under this provision, pay- 
ments from private sources must be 
deposited in the 17.& Treasury unless 
the bureau reeeivinc the payment is 
authorized by statute to accept such 
payments. 

(3) When a bureau Is authorized by 
statute to accept gifts, the travel ex- 
penses Incurred by an employee direct- 
ed to participate In a convention, semi- 
nar, or similar meeting sponsored by a 
private source for the mutual interest 
of the Government and the private 
source may be reimbursed to the 
bureau and credited to Its appropria- 
tion. The employee shall be paid by 
the buremu in aeeorduee with the law 
relating to reimbursement for official 
travel and say accommodations and 
goods or services in kind furnished an 
employee shall be treated as a dona- 
tion to the bureau and an appropriate 
reductton shall be made to the em- 
ployee's reimbursement (46 CC 689 
(1967)). 

(4) When participation at a function 
Is not In an of XidaL capacity, an em- 
ployee may accept reimbuncment of 
travel and aceomawdatlon expenses 
from a r^vate source, provided that 
juch acceptance creates no conflict or- 
appearance of a conflict of Interest 
with one's official duties. Participation 
as a private citizen must occur on 
one's own time, such as while on leave. 
If participation should occur during 
the course of official travel (Le., 
evening or weekend houn during offl> 
cial travel status), the travel voucher 
submitted for Government reimburse- 
ment of official duty expenses must be 
adjusted to claim only that per diem 
and travel attributable to of f Idal duty. 
Employees who are appointed by the 
President and paid at a rate higher 



than the highest rate for GS-18 axe on 
24 hour duty and detenninationa of 
what constitutes official duty and 
what is private participation should be 
carefully made. 



An employee who te % member 
of a profMrtonel aodcty la ufced to coeaa at 
a aoeiecy aeetlBS. The aodety often the 
employee air fare to and from the meetizv 
aad meals, but hotel aeeommedauona are 
not offered. In order (or the employee to 
attend while on ofXldal duty (no leave 
atatus) a dedsien must be made by hia or 
her supenrtaor that attendance vtu result in 
fuffldent benefits to the Government. If it 
is decided that there wiu be benefit to the 
Government all esoensec Air fare, meals. 
aad hotel, must be paid to the employee by 
the Government. In this situation. If the 
employee's bureau is authorized by lUtute 
to accept gifts then (1) the air fare offered 
by the Society can be paid to the bureau. (2) 
the employee may accept the meals and the 
employee expenses for air fare and per diem 
shall be pal * by the bureau with an appro- 
priate reduction for the meals.. If the super- 
visor deeldee that attendance u the meetins 
wiu not benefit the Government the em- 
ployee may partletpau in the meeting and 
accept the sir fare and meals offered by the 
Society in a noa-offldal eapadty. while on 
leave, provided that such participation cre- 
ates no oonfUct or appearuoe of conflict 
with his or her offldal duties. Hotel and 
other related coeu will be at the employee's 
personal expense. 

(b) rzeitutotu. (1) When on official 
duty, contributions and awards inci- 
dent to training in non-Government 
facilities, and payment of travel, sub- 
sistence, and other expeiuwa- Incident 
to attendance at meetings may be ac- 
cepted by an employee whenrthe pay- 
ment is made by a nonprofit, tsix 
exempt organization as described In 26 
XJJB.C. 901(0X3) and when no real or 
apparent conflict of Interest will 
restilt. Prior advice should be obtained 
from the employee's ethics counselor 
in this circumstance (9 XJJS.C, 4111). 

(3) Employees may accept reim- 
bursement by the Department for 
travel and related expenses when as- 
iicned (official penomiel action 
detail) to State and local governments 
and to universities in accordance with 
5 VAC, 3379. 

(3) Should the Director of the 
United States Information Agency, 
with the approval of the employing 
agency, assign a Departmental em- 



205 



ploye« to & foreign goverrunent. reim- 
buxvcment tor Ui« employee's pay and 
ftUowsncM aiwU b« made to the 
UtaiUd SUt«t in an amount equal to 
the compensation, trtvel expenses. 
and allowances payable to such person 
durlnc the period of such assignment. 
In aeeordanee with 23 O^C. 1451. 

(4) Should an employee be detaUed 
by the Secretary to an international 
organization which requests services, 
the employe* is deemed to be (for the 
purpose of uisicmli'l Us or her allow* 
•neaa» prlytltfas, rlchta, seniority, and 
other benefits) an employee of the Oe> 
partment and the employee is entiUed 
to pay, allowances^ and beneflts from 
funds available to the Department. 
The international organization may 
reimburse the Department for aU or 
part of the pay. travel expenses, and 
allowances payable durinc the detail: 
or. the detailed employee may be paid 
or relmburwd directly by the interna- 
tional orgaziization for allowances or 
expenses incurred in the performance 
of duties required by the detail with- 
out retard to 18 UJS.C 309 <S XJS.C 
3343). 



Titie 4a-^Wi« imn4u infrimr 



9 20.735-11 Honoranttois 
incpi 



C4f m SM21.0eab 1. IMl: 4T m 3flM. Jan. 

21. 19t3: 4t nr 42360. Sept. 27. 1913. SB 
amended at 49 Fit 1373. Feb. 21. 19S4] 

• 20.73^10 Teadiinc. leetttring and writ- 
ing. 

(a) General policy. Employees are 
encouraged to encaf e tn ttachtng. lee> 
turing. or writing that is not prohibit* 
ed by statute, the executive Order. 
Office of Personnel Manaceraent refu- 
Utlens, or this. part. 

(b) Using iiubmutfiom obtained te- 
eava* of tmplovmtnt An employee 
shall not teaehr lecture, or wrtu uidnt 
tnf ormAtioa obtained because of his or 
her GoveraBeat employment, except 
when that iBf ormatiea has been or on 
request wUl be made available to the 
cenerai public. 

(c) Preparing pcrwfu for txamifM' 
tiona. An employee shall not teach, 
lecture, or write to prepare a person or 
class of persons for an examination 
given by the Office of Penoanei Man* 
acement or tlM Board of Sxamiaen 
for the Foreign Service. 



•n4 ouuidc 



(a) D^tflnitioTL The term "honorarl* 
um" means a payment of money or 
anything of value received by an em- 
ployee as consideration for an appear* 
axiee. speech, article, or consultation 
when such money is accepted ta a pay- 
ment for a slncle event or transaction 
and under dreumstanees which do not 
imply a continuing compensatory rela- 
tionship between the parties for simi- 
lar servicer Cxduded for purpoeee of 
this paragraph are any payments of 
actual and necessary travel and sub- 
sistence expenses for an employee and 
spouse or aide of the employee and 
any amounu paid or incurred for any 
agent's fees or commissions. . 

(b) ^licv on acceptance of ;tonorar* 
iums. (1) No employee shall accept an 
honorarium for any activity the sub- 
ject of which is devoted substantially 
to the responsibilities, programs, or 
operations of the Department, draws 
substantially on official dau or ideas 
not part of the body of public informal 
tion. or involves any other coatribu- 
tioa of Oovenmeat fadlities, materi- 
als, funds, or semcsL 

(3) The acceptance of boDorarlums 
by employees from groups doinc busi- 
ness with or whose iaterestt can be af- 
fected by the Department presents the 
potential for a conflict or the appear- 
ance of a cotiflict of interest. An em- 
ployee is prohibited from receiving an 
honorarium from an organizi^ion at a 
time when the employee has before 
him. or her issues the resolution of 
which win affect the interests of that 



(3) Acceptance of honorariums by 
employees la dreumstanees ot*-«r 
thaa-those enumerated ia this subsec* 
tioa is permissible if the article, 
speech, or appearance for which pay- 
ment Is accepted, was not written, de- 
livered or BULde while the official was 
oa duty tad If acceptaace would not 
create aa appearance of a co nflict of 
laterest. 

(4) Aa employee is prohibited from 
aoeeptlas aay hoaorartum of more 
thaa 32,000 <exeludlat amouau ac- 
cepted for actual travel aad subsist- 
eaeo expeases for such employee aad 
his or her spouse or aa aide to such 
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employee, and exciudine aaounu paid 
or incurred for any agent's fe«s or 
commissions^ for each appearance, 
speech, or article (2 U.S.C. 441(1)). 

(c) All speeches to be made by mem* 
bers of the Office of the Secretary, 
and by headquarters officials of bu- 
reaus and offices, shall given prior 
review by the Office of PubUc Affain. 
All articles for publication that deal 
with policies or programs of the De> 
partment. its bureaus or offices, are 
subject to prior review by the Office of 
Public Affairs. Se« 470 DM 1.20 and E 
of the Departmental Manual for more 
detail about this provision. These re- 
qulrements are applicable whether or 
not an honorarium is to be paid. 

(d) Restrietion on Outside Earned 
Income. All employees who are com- 
pensated at a pay grade in the General 
Schedule of grade 16 or above and who 
occupy full-time positions appoint- 
ment to which must be made by the 
President, by and with the advice and 
consent of the Senate, may not have 
in any calendar year outside earned 
Income attributable to such calendar 
year which is in excess of IS percent of 
their salary. Outside earned Income is 
all income earned from services ren- 
dered and ezdudes Income from inter- 
est, dividends, royalties, or rents de- 
rived from financial investments. 

(e) Honorariums trans/erred to char- 
itable organizations. U an honorarium 
payable to an employee, is paid in- 
stead, at Che employee's request, to a 
charitable organization operated ex- 
clusively for educational purposes and 
selected by the payor from a list of 5 
or more charitable orranlz&Uons pro* 
vided by the employee, then, that em- 
ployee shall not be tretted- as accept- 
ing that honorarluff ^or purposes of 2 
U.S.C. 4111. However, the employee 
must include the amount in gross 
income, as defined In 26 I7.S.C. 61. for 
individual tax purposes. In such situa- 
tions, the amount can be claimed as a 
charitable contribution deduction, 
subject to limiutions set forth in 28 
U.S.C. 170. For purposes of this provi- 
sion "chariuble orcanizatlon" means 
an organization as described in 26 
U.S.C. 170(c). 

(f) Violation. In addition to the po- 
tential sanctions in | 20.735-4. any in- 
dividual who Icnowingly and wtUfuUy 



violates the honorarium Drovtsions of 
this section shall be reported to the 
Federal Election Commission and may 
be subject to civil and criminal penal- 
ties as provided for by section 108 of 
I>ub. L. 96-187. 93 Stat. 1368-1369. 

(46 FR SS42S, D«e. 1. 1981. u amtnded kC 47 
FR 42380. Sept. 27. 19S2] 

9 20.73S.12 Ntpotiam. 

(a) Definition. "Relative" means an 
individual who is related to the em- 
ployee as a father, mother, son. 
daughter, brother, sister, uncle, aunt, 
first cousin, nephew, niece, husband, 
wife, father-in-law, mother-in-law. son- 
in-law. daugther-in-law. brother-in- 
law, sister-in-law. stepfather, step- 
mother, stepson, stepdaughter, step- 
brother, stepsister, half brother, or 
half sister. 

(b) Policv. An employee may not ap- 
point, employ, promote, advance, or 
advocate for appointment, employ- 
ment, promotion, or advancement. In 
or to a position in the Department or 
over which he or she exercises juris- 
diction or control, any individual who 
is a relative of the employee. An indi- 
vidual may not be appointed, em- 
ployed, promoted, or advanced in or to 
a position in the Department if such 
appointment, employment, promotion, 
or advancement has been advocated by 
an employee, who is a relative of the 
individual and who is serving in or ex- 
ercising jurisdiction, or control over 
the position. (5 U.S.C. 3110) 

(c) Exceptions. (1) An employee may 
employ or appoint relatives to meet 
emergency needs without regard to 
the restrictions in 5 UJS.C. 3110 and 
thJis part. Appointments under these 
conditions are temporary not to 
ex.eed 1 month, but may be extended 
for a second month if the emergency 
needs still exist (refer to 5 CFR 
310.203). Emergency needs means a 
national emergency as defined In the 
Federal Personnel Manual and In- 
cludes emergencies posing Imfflediaie 
threat to life or property. Exceptions 
may also be made in situations Involv- 
ing special tcientlflc needs, isolated 
field sutlons or locations where there 
is a shortage of quarten. In regard to 
summer employees, refer to current 
Department directives. 
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(2) This secuon shall not be con- 
strued to prohibit the Appointment of 
an individusl who is a preference eilgi« 
ble in any case in which the passing 
over of that Indivlduai on a certificate 
of elifibles furnished under 5 U^.c. 
3317(a) will result in the selection for 
appointment of an Individual who is 
not a preference eligible. 

(3) An employee may supervise a rel* 
atlve when: A bureau director or the 
Assistant Secretary— Policy. Budget 
and Administration for Office of the 
Secretary and other Departmental 
office employees. (1) finds that all 
merit*reiated provisions of Federal law 
have been observed, (ii) deurmines 
that such supervision would result in a 
net benefit to the Government, and 
(ill) assigns a non-related individual as 
manager to conduct performance eval> 
uations and recommend promotions or 
advancements. 

Supervision under this exception Is 
limited to activities other than ap- 
pointing, employing, promoting, ad* 
vancing or advocating the appoint- 
ment, employment, promotion or ad- 
vancement of a relative. Effectively 
then, this exception allows an employ- 
ee to worJB vltb his or h«r relative on 
the same project and to direct the 
woric of a rtlative. Appointment, em- 
ployment, promotion or advancement 
of a relative, and the advocacy of 
these actions for a relative, are prohib- 
ited by statute (S U.3.C. 3110) and this 
exception does net allow these activi- 
ties. It is recognized that the policy of 
Indian Self Determination, the appli- 
cation of Indian Preference and the 
isolation of maxiy Indian: Affairs In- 
stallations may creau situations 
where Indian Affairs employees exer- 
cise supen-tsion or administrative e^n- 
trol over an individual who is a rela- 
tive. In such instances, except for 
emergency situations, all supervisory 
or administrative controls to be exer- 
cised over a relative shall be referred, 
without recommendation or advocacy. 
to the next higher administrative level 
for review and action. 

(d) ViolatioTL An Individual super- 
vised, appointed, employed, promoud. 
or advanced in violation of this section 
shall not receive salary. And. an em- 
ployee who supervises, appoints, em- 
ploys, promotes, advances or advocates 
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these actions in violation of thus sec- 

.?^rSii ^ subject to the sanctions 
In i 20.735-4. 

FR 42360. Sepc 27. 19821 

I20.73&-13 N«foti«tlons for non-Fcdtrai 
tmptoyBMiit.. 

(a) Negotiation for employment 
commences when: <l) The employee or 
anyone at the direction of and on 
behalf of the employee, initiates a 
communication in writing or orally di- 
rectly or indirectly, to the prospective 
employer for the purpose of discussing 
rendering service to the prospective 
employer upon termination of the em- 
ployee's service as an employee of the 
Department, or 

(2) An individual, partnership, asso- 
ciation, corporation or organization 
initiates a communication to the em- 
ployee or represenuuve of the em- 
ployee and the employee or the em- 
ployee's representative responds di- 
rectly or indirectly with the communi- 
cator and indicates that the employee 
is interested in serving the eommuzil- 
cator upon termination of employ- 
ment with the Xdepartment. 

(b) Poliev- (1) An employee shall not 
without permission negotiate for 
future non-Federal employment with 
persons or organizations having busi- 
ness with the Department if the em- 
ployee is called upon to render advice 
or make Judgments which substan::a.l- 
ly affect those persons or organiza- 
tions. 

(3) In the event that an employee 
desires to negotiate for future employ- 
ment with organizations he or she is 
called upon to render advice or make 
Judgmenu about, he or she shall re- 
quest, permission from his or her su- 
pervisor. The supervisor will consult 
with the appropriau ethics counselor. 
If the supervisor and the ethics coun- 
selor determine that the proposed ne- 
gotiations will not adversely affect the 
Qovemment's inurests, the supervisor 
may authorize. In writing, the employ- 
ee to proceed to negotiate. 

(3) Where authorization is granted 
the employee shall be restricted from 
partidpatlnff In his or her governmen- 
tal capacity In any matter in which 
Che employee, or the employees 



208 



SwbtitI* A — Offie* of th« S«cr«tary of th« lnt«ner 



§20^05-14 



spouse, minor child, outside business 
usoclate. or person with whom he or 
she is negociatlni for employment his 
a rin«nel&l interest (18 U.S.C. 208). 

(4) Nothing in this section prohibits 
an employee from necotiatlnc with a 
tribal orguiization that initiates a 
communication directly or indirectly 
to an employee for the purpose of em* 
ployment or temporary reasslcnment 
in accordance with the Indian Self De- 
termination Act (2S U.S.C. 450). 

C4< FR S843S. Dec 1. IMl: 47 FR 43360. 
Sept. 37. IMS] 

I20.73S-U PoliUcaJ aetlyity. 

(a) Hatch Act 5 U.S.C. 7324 sUtes 
generaUy that an employee may not 
use his or her official authority or ln> 
fluence for the purpose of interfering 
with or affecting the results of an elec- 
tion: or taJce an active part in political 
management or in policital campaigns. 
An employee is subject to dismissal for 
violation of this prohibition. Persons 
who are employed on an irregular or 
occasional basis, e.g.. experts and con* 
sultantA. are subject to the political ac* 
tivlty restrlcUons of 5 U.S.C. 7324 
while in ma lettve duty status only and 
for the entire 34 hours of any day of 
actual employment. In accord ance 
with regulations contained in S CFR 
Part 733. the following definitions. 
permissible activities and prohibited 
activities help to Interpret the restric* 
lions in 5 U.S.C. 7324. 

(1) Definitions include: (1) "Political 
party" means a National political 
party, a Sute political party, and. an 
affiliated organization: 

(ii) "Election" Includes a primary, 
special, and general election: 

(ill) "Nonpartisan election ' means: 
(A) An election at which none of the 
candidates is to be nominated or elect* 
ed 88 representing a political party 
any of whose candidates for presiden* 
cial election received votes in the last 
preceding election at which presiden- 
tial electors were selected, and 

(B) An election Involving a question 
or issue which is not spedfleaily iden- 
tified with a political party, such as a 
constitutional amendment, referen- 
dum, approval of a municipal ordi- 
nance, or any question or issue of a 
similar character. 



(iv) "Partisan" when used as an ad- 
jective refers to a political party. 

<2) "Permissible activities" consist- 
ent with the restrictions imposed by 5 
n.S.C. 7324 include the right to: (1) 
Register and vote in any election: 

(ii) Express opinions as an individual 
privately and publicly on political sub- 
jects and candidates; 

(ill) Display a political picture, stick- 
er, badge, or button: 

(Iv) Participate to the extent consist- 
ent with law in the nonpartisan activi- 
ties of a dvlc community, social. 
labor, or professicmal organization, or 
of a similar organization: 

(V) Be a member of a political party 
or other political organization and 
participate in its activities to the 
extent consistent with law; 

(v1) Attend a political convention. 
rally, fund-raising function, or politi- 
cal gathering: 

(vli) Sign a political petition as an in- 
dividual: 

(vlii) Make a financial contribution 
to a political party or organization 
except as restricted by provisions ex- 
plained In f 30.735-14(0: 

(Ix) Take an active part as an inde- 
pendent candidate, or in support of an 
independent candidate. In a partisan 
election covered by rules in 5 CFR 
733.124: 

(X) Take an active part as a candi- 
date or in support of a candidate, in a 
nonpartisan election: 

i>:i) Be politically active in connec- 
tion with a question which is not spe- 
cifically identified with a political 
party, such as a constitutional amend- 
ment, referendum, approval of a mu- 
nicipal ordinance or any other ques- 
tion or Issue of a similar eharscur 

(xii) Serve as an election judge or 
clerk, or in a similar position to per- 
form nonpartisan duties as prescribed 
by State or local law: and 

(xiil) Otherwise participate fully in 
public affairs, except as prohibited by- 
law, in a manner which does not mate- 
rially compromise one's efficiency or 
Integrity as an employee or the neu- 
traUty. efficiency, or inugrlty of the 
Department 

(3) "Prohibited activities" Include. 
but are not limited to: (1) Any activity 
listed in 1 30.735-14(8X3) if participa- 
tion in the activity would interfere 
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with Che efficient perfomunce of off|. 
clal duties or ere&te a eonfUet or ap- 
paxent conflict of interest; 

(U) Servlnc is sn officer of a politl* 
cal psrty. a member of s National, 
State, or local committe* of a political 
party, an officer or member of a com- 
mittee of a partisan political club, an 
officer in a Political Action Coosmdt- 
tee. or beinc s candidate for any of 
these positions. With respect to mem* 
bership in Political Action Committees 
employees should obtain guidance 
from their ethJei counselor; 

<111) Onanislnc or reorganizlnc s po- 
litical party organization or political 
club: 

(Iv) Directly or Indirectly soliciting. 
receiving, collecting, handling, disburs- 
ing, or accounting for assessmenu. 
contributions, or other funds for a 
partisan political purpose: 

(V) Organizing, selling tickets to, pro- 
moting, or actively participating in a 
fund-raising activity of a candidate in 
a partisan election or a political party, 
or poUtieal club: 

(vl) Taking an active part In manag- 
ing the political campaign of a candi- 
date for public oifleo In a partisan 
election or a^mdldato for poUtieai 
party office: * 

(vil) Becoming a candidate for. or 
campaigning for. an elective public 
office in a partisan election except as 
indicated In f 20.73S-U(aK2)<lx): 

(viii) Soliciting votes in support of or 
in opposition to a candidate for public 
office in a partisan election or a candi- 
date for poUticai party office: 

(ix) Acting as. recorder: watcher. 
challenger, or similar ofiictr at the 
poUs on behaltof a polltieil party or a 
candidate In a partisan election: 

(X) Driving voters to the polls on 
behalf of a pelitieai party or a candi- 
date In a paitiiaftelectioo; 

<xl} SndendBf or opposing a eandi- 
dau for public office In a partisan 
election or a candidate for political 
party office In a poliUeai advertise- 
ment, a broadcast, campaign litera- 
ture, or similar material: 

(xii) Serving as a delegate, alternate, 
or proxy to a political party conven- 
tion: 

(xUi) Addressing a convention, 
caucus, rally, or similar gathering of a 
poUilcsi party in support of or in op- 



ntle 43— f uWi« (.ends: Interior 

position to a partisan candidate for 
pubUc office or poUUcal party office- 
and 

(xiv) ZnlUating or circulating a parti- 
san nominating petition. 

(4) Additional information regarding 
employees' participation in poutlcai 
activities, including certain exceptions 
for employees appointed by the Presi- 
dent, by and vlth the advice and eon- 
sent of the Senate, is contained tn 5 
CFR Part 733. 

(b) FolUieni affUiatiotu No person in 
the Executive Branch with authority 
to take or recommend a personnel 
action relative to a person in, or an eli- 
gible candidate or applicant for. a posi- 
tion tn the competitive service, may 
make Indulry concerning his or her po- 
litical affiliation. All disclosures con- 
cerning political affiliation shall be ig- 
nored. Except as may be authorized or 
required by law. discrimination may 
not be exercised, threatened, or prom- 
ised by any person in the Executive 
Branch against or in favor of an em- 
ployee in, or an eligible eandldau or 
applicant for. a position in the com- 
petitive servtee because of his or her 
poUtical afXniation (S C7R 4.2). 

(c) /fdeml MUetlan Campci^n Act 
AmtTidTnenU of 2979. The Federal 
Election Campaign Act Amendments 
of 1979. 93 SUt. 1339, prohibit, under 
threat of criminal penalty. Federal 
employees from contributing to & 
person If the person recei\'ln8 said ccr.- 
tributlon is the employer or employing 
authority of the contributor. 

t4< FirSf439. Dee 1, IMl. ss amended at 47 

FR 423M. SepC 27. IMSl 

I20.73$-1S Govemmeiit property. 

(a) Gtnenl rtspontibmty. Employ- 
ees shall be held accountable for Gov- 
ernment property and moneys entrust- 
ed to- them In eonxiection with their of- 
ficial duties. It is each employee's re- 
tponsibUlty to protect and consen'e 
Oovcmment property and to use it 
economically and for of f Ida! purposes 
only. 

(b) Jflntse of Oovemmenf motor ve- 
Aiciss or airen/L Employees shall not 
willfully use or authorize the use of a 
Qovemment-owned or leased passen- 
ger motor vehicle or aircraft for othe.* 
than official purposes. Violation of 
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this provision shall automatically 
result in suspension from duty with- 
out compensation. Tor not less than 
one mo nth. Se« 31 U.S.C. 638a(c)(2] 
and 41 CFR Subpart 114-38.50 for ad- 
ditional interpretation and guidance 
on official use of motor vehicles or air- 
craft. 

(c) Embezzlement of Government 
property. Employees shall not convert, 
even temporarily on loan, for personal 
use any Government property, or 
equipment: nor use Government pur* 
chase authority, even though reim> 
bursement is made, for personal acqui* 
sitions (18 U.S.C. 641. 643 and 654). 

9 20.735-16 IndebUdnMS. 

(a) Employee responsibility. An em- 
ployee: (1) Shall pay each Just finan- 
cial obligation (one either acknowl- 
edged by the employee or reduced to 
judgment by a court); 

(2) Shall refund salary overpay- 
ments, excess travel expense advances, 
and pay income taxes when due: 

(3) Shall pay a final determination 
of indebtedness for Federal, state or 
local taxes. Final determination means 
the last decision that ends those avail* 
able adminlatntlve and judicial ap> 
peals and remedies which an employee 
actively pursues. 

(b) Department respoTisibility. The 
Department will not act as a collection 
agency for private debts owed by its 
employees, except as required by law. 
nor does the Department or any 
bureau determine the validity or 
amounts of its employees' disputed 
debts. 

(c) Access to employees. Whether by 
telephone or otherwise, creditors or 
collectors shall not have access to em* 
ployees on premises occupied by the 
Department durlnc working hours. If. 
nevertheless, the employee is ap* 
proached during working hours, he or 
she shall Inform the creditor or collec- 
tor that he or she is not allowed to 
transact private business during offi- 
cial hours and that any discussions 
must be held during non-duty hours 
and away from Departmental prem- 
ises. 

(d) Disciplinary action. An employ* 
ee may be subject to removal or other 
disciplinary action for his or her fail- 
ure to meet just financial obligations. 



A proposal to remove or otherwise dis- 
cipline an employee for these reasons 
must be taken only after full consider- 
ation for the effect on the Depart- 
ment and any mitigating circum- 
stances over which the employee has 
no control, such as sickness, accident. 
or death in the family. 

f 20.735-17 Other conduct. 

(a) SexxMl harassTnent'^l) Defini- 
tion. Sexual harassment means delib- 
erate or repeated unsolicited verbal 
comments, gestures, or physical con- 
tact of a sexual natxire which are un- 
welcome. 

(2) No employee shall sexually 
harass another employee of the Exec- 
utive Branch or a member of the 
public having business with the De- 
partment. All employees and members 
of the public are entitled to work or 
conduct official business in an environ- 
ment free from sexual harassment. 
Sexual harassment debilitates morale 
and productivity, and undermines con- 
fidence in the fairness and integrity of 
government. Sexual harassment is. 
therefore, a form of employee miscon* 
duet which shall subject the employef 
engaging in such conduct to discipline 
Sexual harassment also constitutes 
sex discrimination, which is a prohibit- 
ed personnel practice, when it affects 
an employee's employment status or 
conditions on the basis of conduct re- 
lated to gender rather than Job per- 
formance, such as- the taking or refus- 
al to take a personnel action, includ- 
ing, but not limited to, promotion of 
employees who submit to sexual ad- 
vances or refusal to promote employ- 
ees who resist or protest sexual over- 
tures. For example, a supervisor who. 

'on or off duty, uses implicit or explicit 
sexual behavior to control. Influence. 
or affect the career, salary, or job per- 
formance of an employee is engaging 
in sexual harassment, sex discrimina- 
tion and a prohibited personnel prac- 
tice. 

(3) Reporting a violation, (i) If an 
employee believes he or she is being or 
has been sexually harassed, and such 
harassment relates to his or her em- 
ployment status or conditions, such a 
promotion, training, step increase, 
work assignments, etc.. the standard 
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Zauai Employment Opportunity com> 
pUin«nc process or the appropriate 
grlevuie* process can be foUowed. The 
affected employee may contact either 
his or her Equal Employment Oppor^ 
tunity Officer or Pemnnel Specialist 
for further Information concerning 
these procedures. 

(U) Individuals may also report azxy 
Incident of sex;^! harassment to the 
Inspector General either by usinc the 
hotline 343-2424 (local) or 800-424- 
5081 (lonf distance) or by writing to 
Post Offic* Box S7018, Washington. 
O.C* 20037. 

(111) IndivlduaJs who in good faith 
report violations of this sexual harass- 
ment policy are assured of freedom 
from restraint. Interference, coercion, 
discrimination or reprisal for report- 
ing violations, and any employee 
found to have violated this assurance 
shall be disciplined pursuant to 
i 20.735-4. 

<b) Scope of axtthority. Employees 
shall not engage In any conduct or ac- 
tivity which Is in excess of his or her 
authority, or Is otherwise contrary to 
any law or departmental policy. 

(e> Selling or solieiiiTtQ, Employees 
and other ptiMiig are prohibited from 
selling or solklting for personal g»in 
within any building or on any lands 
occupied or used by the Department. 
Exception Is granted for Department 
authorized operations, including, but 
not limited to. the Interior Depart- 
ment Recreation Association, the 
Indian Arts and Crafts store, and for 
cafeteria, newsstand, snack bar and 
vending machine operations which art 
authorized by the Dtpartmtnc for the 
benefit of employees or the public 

(d) GcmbUng actlvUy, An employe* 
shall not participate in or promote 
while on duty for the government any 
gambling tctlvity. including the oper- 
ation of ft gtmbllng dtvtec. a lotury or 
pool, t nurabers game for money or 
property, or the selling or purchasing 
of gambling slips or tickets. However. 
this paragraph does not preclude ac- 
tivities: (I) Necessiuted by the em- 
ployee's law enforcement duties: or 

(2) Carried out by employees to so- 
licit their own members for support of 
employee ortanizatlons or welfare 
funds under policies and procedures 
approved by the Department. 
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(e) ifofttfy unding activities. The 
practice of money lending between or 
among employees is to be discouraged 
Organized financial lending activities ^.^ 
by employees except when officially 
sponsored by the Department are pro- 
hibited. Properly constituted employ- 
ee credit unions that provide various 
financial services to employee mem- 
bers are laneUoned. 

(f) fndonemcnts. Employees are 
prohibited from endorsing in an offi- 
cial capacity the proprietary products 
or processes of taanufacturers or the 
services of commercial firms for adver- 
tising, publicity, or sales purposes. Use 
of materials, products, or services by 
the Department does not constitute 
official endorsement. 

(g) /foMfttoI UM 0/ intoxicants. An 
employee who habitually uses intoxi- 
cants to excess may be subject to re- 
moval (5 U.S.C. 7353). The provisions 
of 370 DM 792 should be thoroughly 
reviewed before considering any such 
action. 

(h) Commtinify and pro/essionai ac- 
tiviiUM. (1) Employees are encouraged 
to participate in the activities of pro- 
fessional societies and civie organlza- 
tiona whose purpose and oblectives are ^ 
not Inconsistent with those of the 
bureau In which they are employed. 

(2) Participation in professional soci- 
eties or organizations must not be in- 
compatible with an employee's per- 
formance at his or her regularly as- 
signed duties or detrimentally affec: 
the Department's capacity to accom- 
plish Its missions. 

(3) No Indian Affairs employee may 
hold a position on a tribal election 
boards or on a tribal school board 
which oversees B*freau of Indian Af- 
fairs schools. An employee in Indian 
Aifairs may hold an office in other or- 
ganizations, inciudlnc organizations 
involving his or her own tribe in ac- 
cordance with provisions in i 20.735- 
29(c). 

(i) ilppropriofions. legislation and 
tobdyino. (1) Unless expressly author- 
ized by Congress, employees are pro- 
hibited from using any part of the 
money appropriaud by any enactment 
of Congress to pay for any personal 
senrtee, advertisement, Ulegram. uie- 
phone, letter, printed or written 
matter, or other device, inunded or 
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designed to influence In any manner a 
Member of . Congress, to favor or 
oppose, by voce or otherwise, any ^gts- 
lation or appropriation by Congress, 
whether before or after the introduc- 
tion of any bill or resolution proposing 
such legislation or appropriation; this 
prohibition does not prevent any em« 
ployee from communicating to Mem> 
bers of Congress on the request of any 
Member or through proper official 
channels, requests for legislation or 
appropriations which they deem nec> 
essary for the efficient conduct of the 
public business (18 U.S.C. 1913). The 
right of employees, individually or col- 
lectively, to otherwise petition Con> 
gress or a Member of Congress or to 
furnish information to either House of 
Congress, or to a Committee or 
Member thereof, shall not be inter- 
fered with or denied (5 U.S.C. 7211). 

(2) Employees are also required to 
refrain from promoting or opposing 
legislation relating to programs of the 
Department without the official sanc- 
tion of the proper Departmental au- 
thority. 

(j) Unlaio/ul orQanizatioru. An em- 
ployee may not advocate the violent 
overthrow of our constitutional form 
of government nor may an employee 
be a member of an organization that 
he or she knows advocates the violent 
overthrow of our constitutional form 
of govesnment. 

(ic) Patents. Patent r egula tions 
issued by the Secretary. 43 CFR Part 
6. define the rights and obligations. of 
employees with respect to any Inven* 
tions made or developed while they 
are employed In the Department. 
Under the regulations each employee 
shall submit a report on any Invention 
made or developed to the Solicitor 
through supervisory channels. This in* 
dudes inventions developed on Gov- 
ernment time and those developed on 
the employee's time and with his or 
her materials. 

(1) Notary. An employee is prohibit- 
ed from charging fees for performance 
of any notarial act for any employee 
of the Federal Government acting In 
his or her official capacity or (or any 
person during the hours of lueh nou- 
ry's service to the Government (£.0. 
977. Nov. 24. 1908). 



(m) PenaLtv and /ranked mail and 
official atationerv. An employee is pro- 
hibited from using official Govern- 
ment envelopes, with or without ap- 
plied postage, or official letterhead 
stationery for personal business (I3 
U.S.C. 1719 and 39 U.S.C. 3201 et seq.). 
These statutory reqxilrements prohibit 
employees from using Government en- 
velopes to mail their own personal job 
applications. 

(n) Fraud or false stateinents in a 
Govtmnunt matter. Whoever, in any 
matter within the Jurisdiction of any 
department or agency of the United 
States, knowingly or willfully falsifies. 
conceals or covers up by any trick. 
scheme, or device a material fact, or 
makes any false, fictitious, fraudulent 
statements or representations, or 
makes or uses any false writing or doc- 
ument knowing the same to contain 
any false, fictitious or fraudulent 
sutement or entry, shall be fined not 
more than $10,000 or imprisoned not 
more than 5 years or both (18 U.S.C. 
1001). Special attention is required in 
the certification of time and attend- 
ance reports, applications for employ- 
ment, requests for travel reimburse- 
ment, and purchase orders and receiv- 
ing forms. 

(0) Use of official title. Employees 
are prohibited from using their official 
titles in conducting private business or 
participation in private or public 
group activities. Use is strictly limited 
to those occasions and circumstances 
where representation is official. 

(p) Carnring of firearms. Employees, 
except those specifically designated to 
perform enforcement, police or other 
official duties requiring the use of fire- 
arms. i>^ prohibited from carrying or 
Jiavlng in their possession firearms on 
property under the control of the Sec- 
retary of the Interior. Employees who 
are officially sutioned in parks, ref- 
uges. Indian reservations, other Tribal 
lands or other wilderness areas which 
are known to be inhabited by wild ani- 
mals, are permitted, when on those 
lands, to carry and use firearms for 
personal protection as permitted by 
existing policy or as authorised by the 
park, refuge or area supervisor. Not- 
withstanding this paragraph, employ 
ees who are not on official duty ma> 
carry firearms on Departmental lands 
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under the sMme conditions and in ac- 
eordaxiee vttA proeedtxres and authorl- 
auions cst&bilshed for members of the 
cenerai pubUe. 

(q) Lator praeticex. Employees are 
prohibited from strUdnf ac&inst the 
Oovemment of the United States (S 
U^.C. 7311). Additional tnformaUon 
recardinc affiliation with employee or> 
ganizations is found In the Depart* 
ment Manual. Part 370. Chapter 711. 
Labor Manacement Relations. 
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Sukpmrt e— CMfllct •# lnf«re«t 
Prehibitiont 

l20.73$-20 Scope of subpart. 

(a) This subpart deals with restric- 
tions on the outside financial and 
other Interests of employees and on 
outside work by employees. 

(b) General conflict of interest pro- 
hibitions based on Executive Order 
11223 are contained in 130.735-21. 
Statutory prohibitions acainst conflict 
of interests fofusd in Federal criminal 
sututes and in OTiMtTif ItdiUtlon for 
vario\is Departmental bureaus and 
procraras art summarized in 1 30.735- 
23. Restrictions on outside work arc 
contained in f 30.735-33. The remain- 
der of the subpart consolidates the De- 
partment's regulatory prohibitions 
against Ownership of certain interests 
in areas of special Departmental re- 
sponsibility: <I) Federal lands. (3) 
mininf acti\*ity. and (3) Indians and 
Alaska naUves.- 

(c) For purposes of applytnc tht pro* 
hibltlons In 120.735-34 Interestt In 
federal lands. 1 20.735-37 Xnttresu In 
mlnlnc actlvlttis.. and 1 30.735-38 In- 
terests in tndinf with Indians, of this 
subpart, tho ttrm "Offlet of tht Soere* 
tary and other Dopiitmenul Offices 
reporting directly to a Secretarial Of* 
fleer" means the foUowinc offices: 

The Immediate Office of the Secre- 
tary except for the Office of Mlcrone- 
sian Sutus NegotiaUons. and the 
Office of HistertcaUy Black CoUege 
and University Frogruu: 

Solicitor 

Inspector General: 

Hearings and Appeals: 



Consressional and LeflslaUve AS- 
fairs: 

Public Affairs: 

AU Assistant Secretary Immediate 
Office staff and heads of bureaus 
which are subordinate to an Assistant 
Secretary. 

The following offices under the As- 
sistant Secretary— Policy. Budget and 
Administration: 

Acquisition and Property Manage- 
ment: 

Budget: 

Environmental Project Review: 

Policy Analysis. 

(d) Except where otherwise indicat- 
ed, the restrictions contained in this 
subpart apply without regard to grade 
level or the requirements of Subpart D 
for filing of financial interest sute- 
ments. The individual sections of the 
subpart explain their applicability to 
special government employees. 

C4S FR 5S42S. Dec 1. 1981. as amended &c 49 
FR S37S. Peb. 21. 19S4] 

• 20.73S-21 General conflict of interest 
proMMtiona. 

(a> Tbis seetlon sets out general con- 
flict of Interest restrictions which are 
applicable to all financial and other 
Inuresu without regard to the subject 
matter of the particular interest in- 
volved. The restrictions are based on 
Executive Order 11222 and apply to 
both regular and special government 
employees. Violation of these restric- 
tions may subject an employee to the 
administrative sanctions outlined in 
i 30.735-4. In addtUen. In certain In- 
stances, a conflict between an employ- 
ee's outf.de inurestt and his or her 
duties' and responsibilities may subject 
the employee to prosecution under 
Federal erlminal statutes. These sta^ 
utes are suramarixed in 1 30.735-32 (a) 
and (b). 

(b) Dtftnitiona. (1) "Conflict" means 
a situation where: 

(1) An employee's public duty Is or 
will be affected by his or her financial 
Interest, or 

(U) An employee's financial Inurest 
is or will be affected by decisions he or 
she makes or operations In which he 
or she is Involved In an official capac- 
ity. 
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(2) "Apparent con/llct" means a situ- 
ation where a member of the public 
would have reasonable cause to believe 
that an employee may be in eonnict. 
even though he or she might not be. It 
is not necessary for an employee to 
have actually taken a Govenuaent 
action related to private financial In- 
terests for there to be an apparent 
conflict. 

(3) "Direct Interest" means any own- 
ership or part ownership by an em- 
ployee in his or her own name of 
lands, stocks, bonds, or other holdings. 
Direct Interest also includes: (1) Mem- 
bership or outside employment In a 
firm and (11) ownership of stock or 
other securities in a corporation which 
has, directly or through a subsidiary, 
business related to the employee's 
duties. 

(4) "Indirect interest" means any 
ownership or part ownership of a fi- 
nancial interest by an employee In the 
name of another where the employee 
stUl reaps the benefits. Indirect inter- 
est includes: 

(I) Partnership agreements. 

(II) Sole proprietary or personal rela- 
tlonshlQt where th« employee still 
reaps the benefits. 

(ill) Substantial holdings of a spouse 
or dependent child, and 

(iv) For Executive Order 11222 re- 
strictions, the substantial holdings of 
other relatives who live in the employ- 
ee s personal residence. 

Norr examples, net all-lnelusi%-e. of the 
types of Interests that arc not covered by 
the terms "direct inurest" or "Indirect In- 
terest" arc: dlvcnlfled mutual funds.^ vested 
pensiea plans. Ufa Insuraaee InvesOBcata. 
sute and aunldpal beads. U.S. Savtngs 
bonds and bank, credit union or lean asie.-. 
elation savtnis eenilieaics. Financial inter- 
ests in other investment clubs raay be ap- 
proved by the appropriate ethics eeunseier 
if the dub's pertfelle is veil diversified and 
independently managed by a licensed invest- 
ment broker. These examples also apply to 
the definitions of direct and indirect inter- 
esu eonuined in il 20.73S-24— Inurcsu in 
federal lands. 20.739>2t— Intercsu In mining 
sctivities. and 20.73S-2?— Intercsu in trad- 
Lr.f v'.th Indians. 

(5) "Substantially or SubstAnU&l" 
means having a slgnlfleant relation- 
ship between either (1) The dollar 
viJue of the financial interest and the 
employee's specific official duties, or 



(11) The dollar value of the financial 
Interest and the employee's general 
position within the Department. 

"Substantially" is not measured by 
percentage of ownership. 

CXAMTLC Aa employee who works u a 
Contrsetlns Officer owns SS.OOO worth of 
stock in a computer company. This emoloy- 
ee has a ilcnlheant relationship between 
that financial interest and the computer 
company If either of the follovuic situa- 
uens exist: (1) He or she Is required to oeai 
directly with or make decisions coneemms 
the company, or 

(2) He or she may pounilally be required 
to deal with or make decisions concemins 
the company and It is reasonable for mem- 
bers of the public to perceive of such poten- 
tial actlV.ty as being a conflict of interest. 

In the first Instance there is a substan- 
tial conflict. In the second instance 
there is a substantial apparent con- 
flict. It is important to undersund 
that for a Personnel Officer a SS.OOO 
Interest in the same computer compa- 
ny may not create a substantial con- 
flict or apparent conflict but for the 
Contracting Officer even a $1,000 in- 
terest in that computer company maj 
still be considered substantial. 

(6) "Relattve" means an individual 
who is related to the reporting individ- 
ual, u father, mother, son. daug.^ter. 
brother, sister, uncle, aunt, great aunt. 
great uncle, first cousin, nephew, 
niece, husband, wife, grandfather 
grandmother, grandson, granddaugh- 
ter, father-in-law. mother-in-law, son- 
in-law. daughter-in-iaw. brother-m- 
law. sisur-in-lav, stepfather, step- 
mother, stepson, stepdaughter, step- 
brother, supslster. halfbrother. half- 
sister, or who is the grandfather or 
gru.idmother of the spouse of t.he re- 
porting individual, and shall be 
deemed to include the fiance or fian- 
cee of the reportinc individual. 

(c) Prohibitions. No employee shall: 
(1) Have a direct or indirect financ:al 
Interest that conflicts substantially, or 
appears to conflict substantially, with 
his or her Oovemment duties and re- 
sponsibilities. 

(2) Engmce in. directly or indirectly. 
a flnanci&l transaction is s result o' 
or prlffltfUf relylnc on. informatic 
obtained through his or her Govern- 
ment employment. 
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These pratilbttloiu apply whether or 
noc the employee has to rile x fLruui* 
ciai interest stAteaenc 

C4« FR S442S. 0«e. I. 1981. m unended at 47 
FR 423M. S«PC 27. 18C2] 

I 20.73S-22 Statutory prohibiUona. 

(a) The crlninai statutes generally 
spoken of as the eoniUct of interest 
laws, insofar as they relau to regular 
employees, are IS U.S.C. 203. 205. 207. 
208. and 309. In summary, a regular 
employee may not in accordance vtth 
these statutes: (I) Directly or indirect* 
ly receive or solicit compensation for 
any services rendered by the employee 
or another on behalf of another 
person before a Government agency in 
connection with a particular matter in 
vhich the United States is a party or 
has an inurest. except as authorized 
bylaw(18U.S.C.203}. 

(2) Except in the discharge of his or 
her official duties, represent anyone 
else before a court or Government 
agency in a particxilar matter in vhich 
the United SUtes is a party or has an 
interest. This prohibition applies both 
to paid and unpaid representation of 
another (M U.S.& 309). 

(3) Pwtldpatc in his or her govern- 
ment capacity in any matter in which 
he or she. his or her spouse, minor 
child, outside business associate, orga- 
nization in which he or she series as 
&n officer or employee, or person with 
ahon he or she is negotiating for em- 
ployment, has a financial interest (18 
U.S.C. 208). 

(4) After his or her Government em- 
ployment has ended, represent any 
other person (except the United 
States) before a Oevemment afency 
or court in connection with a particu- 
lar matter in which the United States 
is a party or has an interest and in 
which he or she participated personal- 
ly and substantially for the Govern* 
ment (18 U.S.C. 207(a}). See I 20.733- 
61 for more information about this 
prohibition. 

(5) For two years after his or her 
Government employment has ended. 
represent any other person (except 
the United Sutes) before a Govern- 
ment agency or court in connection 
with a particular matter la which the 
United States is a party or has an in* 
cerest and which was actually pendinf 
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under his or her official reaponatbllity 
during the last year of his or her Gov. 
emment service (la U.S.C. 207(b)(1)). 
This temporary restraint of course 
gives way to the permanent restraint 
described in paragraph (4) above il the 
matter is one in which he or she par- 
ticipated personally and substantially 
for the Government. See ( 20.735>«l 
for more information about this prohi- 
bition. 

(8) Receive any salary, or supple- 
mentation of his or her Government 
salary, from a privau source as com- 
pensation for his or her scrviees to the 
Government (18 U.S.C. 209). 

(b) The criminal conflict of interest 
statutes stunmarized in paragraph (a; 
of this section also apply, m part, to 
special government employees. In gen- 
eral a special government employee 
may not: (1) Except as authorized by 
law. directly or indirectly receive or so- 
licit compensation for any services 
rendered by the employee or another 
on behalf of another person before a 
Government agency in connection 
with a partictiiar matter in which the 
United States is a party or has an in- 
terest, tad la which the employee has 
at any time participated personally 
and substaatlaUy or which is pending 
in the Department if he or she has 
served in the Department for at least 
61 days during the preceding 365 days 
(18U.S.C. 203). 

(2) Except in the discha-^ge of his or 
her official duties, represent anyone 
else before a court or Government 
agency in a particular matter in which 
the United Sutes is a party or has an 
iauresCi and la which the employee 
has at say time participated personal- 
ly and substantially or which is pend- 
Ingin the Department if he or she has 
served in the Department for at least 
81. days durlac the preceding 385 days. 
This prohibition applies both to paid 
and unpaid represenutlon of another 
(18U.5.C. 205). 

(3) Encage in any of the activities 
prohibited by the sututes described m 
paragraphs (ax 3) throufh (ax 5) of 
this section. 

(c) In addition to the prohibitions 
that are fenerally applicable, the foi- 
lowtnc statutory prohibitions are im- 
posed on sp«^ic dassea of employees 
or former employees. These prohib:- 
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tions apply to both refular &nd spoclii 
goveniment employees within the 
Identified class. 

(I) The officers, clerks, and employ- 
ees in the Bureau of Land ACanace- 
ment are prohibited from directly or 
indirectly purchasing or beeomlnf in- 
terested In the purchase of any of the 
public land: and any person who vio> 
latcs this section shall forthwith be re- 
moved from his or her office (43 
U.S.C. 11). See I 20.735-24 for prohlbi- 
tlons on interests in Federal lands by 
employees of the Department general- 
ly. 

(3) Neither the Director nor any 
member of the Bureau of Mines, in 
conducting Inquiries and Investiva- 
tions authorized under 30 U.S.C. 1. 3, 
and 5 to 7 shall have any personal or 
private interest in any mine or the 
products of any mine under investiga- 
tion, nor shall accept employment 
from any private party for services in 
the examination of any mine or pri- 
vate mineral property or issue any 
report as to the valuation or the man- 
acemcnt of any mine or other private 
mineral property (30 U.S.C. 6). See 
1 20.7SK8T tor prohibitions on owner- 
ship of ralnlnt Interests by employees 
generally. 

(3) The Director and members of the 
Geologic Survey shall have no person- 
al or private Interests in the lands or 
mineral .wealth of the region under 
survey, and shall execute no surveys 
or examinations for private parties or 
corporations. Members of the Geologi- 
cal Survey are prohibited from hold- 
ing any personal or private direct in- 
terests, in Uadg whose title la la the 
United StAtca. They are also prohibit- 
ed from holding personal or private 
direct Interests in the mineral wealth 
of such lands (43 U.S.C. 31(a)). These 
statutory restrletions are by this sen- 
tenet, extended to the Director and all 
members of the Minerals Management 
Service. Refer to i 20.735-24 for prohi- 
bitions on interesu in Federal lands 
and resources by employees of the De- 
partment generally. 

(4) No person employed In Indian 
Affairs shAll have any interest or con- 
cern In any trade with the Indians. 
See I20.37S-28 for prohibitions and 
exceptions concerning trade with Indi- 
ans. Any person violating this prohibi- 



tion shall be liable to a penalty of 
SS.OOO, imprisoned not more than six 
months, or both and shall be removed 
from his or her office. (Sec l. Pub. L. 
94-277. 94 Stat. 544.) 

(5) No employee of the Office of 
Surface Mining Reclamation and En- 
forcement and no other federal em- 
ployee who performs functions or 
duties under the Surface Mining Con- 
trol and Reclamation Act shall have 
any direct or indirect financial interest 
in surface or underground coal mining 
operations (30 U.S.C. 1211(f)). Regula- 
tions implement ing this prohibition 
are found in 30 CFR Part 706 and in 
i 20.735-26 of this part. 

(6) For two years after his or her 
Government employment has ended. 
no former Senior Employee may 
assist, by personal appearance, in the 
representation of any other person 
(except the United States) in connec- 
tion with an appearance before the 
Government on any particular matur 
in which the United States is a party 
or has an interest and in which he or 
she participated personally and sub- 
stantiaUy (18 U.S.C 207(bXU)}. Foi 
purpose of this prohibition and the 
prohibition in paragraph (e)(7) below, 
the terra "Senior Employee" Is defined 
in { 20.735-61(a)(5) and 5 CFR 737.25. 
See S 20.735-61 and 5 CFR Part 737 for 
more information on this prohibition. 

(7) For one year after his or her 
(^vemment employment has ended. 
no former Senior Employee of the De- 
partment of the Interior may repre- 
sent himself or herself or anyone 
other than the United Stataa in ap- 
pearing before or attempting to influ- 
ence the Department on a matter 
pending befb.e. or of substantM inte. 
est to. the Department (lt>-U.S.C. 
207(c)). See 1 20.73S-«1 and » CFR 
Part 737 for more informatieotsbout 
this prohibition. v 

(8) An employee appointed* to a 
grade GS-16 or higher non-jvdiclal 
fulltime posiUon by the Presld«it. by 
and with the advice and eonsent«f the 
Senau. may not have in any calendar 
year outtide earned ineorae. including 
honorarluffls. attributable to such cal- 
endar year which Is in excess of 1' 
percent of his or her salary (Mib. L. 
95-521. I 210. 92 Stat. 1850). 
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(d) No partner of * recular or special 
govenunenc emcloyee of the Depart* 
menc may represent anyone other 
Chan the United States before a Gov> 
enunent aceney or court tn connection 
with a particular matter in vhleh the 
United States la a party or haa an In* 
terest and in vhlch such employee 
participates or haa participated per> 
sonally and sutastantlaUy. or vhleh Is 
the subject ol his or her official rt< 
spoosibUity (IS UAC SOTCg)}. 

(Federal Land Policy and Kanaccmcnt Act 
(43 XSS.G. ITOl ft Mq.)} 

(4t m Sa43S. Dee. I. IMl: 4? FX 2M8. Jan. 

31. IMS. M amcaded at 4T FK 433M. Sept. 
rr. 1M3: 4? 711 433M. Oct. 1. IftS: 4t FR 
«73X Feb. 33. 1M4] 

f 20.73S-23 Outside work and intertsts. 

(a) Dt/tnitions. (1) "Outside Work" 
means aU calnfTxl employment other 
than the performanct of official 
duties, ineiudlnc. but not limited to. 
s«lfH»mployment, worklnc for another 
employer, the raanacement or oper* 
ation of a private bustacss for profit 
(indudlnt personaUy<owned businas^ 
es. partnorshlps, eorponuiens. and 
other Nimidw eatlties). 

(3) "Oiitstde activity" metiis outside 
vork. leetures. consultations. diseus> 
sions. writings, appearances and other 
similar activities. 

(3) "Active proprietary manace* 
ment" m&ans an outside work business 
aniliation m vhiCh ownership is cou* 
pled with responsibility for day-to«day ' 
manacement efforts in maklzif doei* 
sions. supervtslnc operations, deallai^ 
with the public and otherwise dls* 
eharffmc essential tasks- In the dlree> 
aon of the business. 
i^b) Gtn^nl poUetMS ond proAiM* 
mffu. <!) Outside work is permitted to 
tae extent that it does not prevent a 
refuiar employee from devoting his or 
Mr primary interests, talents, and ea- 
crfies to the accomplishments of his 
or her work for the department or 
create a eoniliet or apparent conflict 
between the private inurests of a reg • 
ular or special government employee 
and the employee's official responslbi' 
lites. A regular or special government 
employee's outside work shall not re- 
flect discredit on the United States or 
Che Department. 
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(2) Active proprietary manaeement 
by a regular employee of any exceot 
the smallest busineas is questionable 
because of the probability that such 
management responsibilities may 
Interfere with the employee's obllga* 
tlons to his or her primary employer, 
the Federal Ooversment. Employees 
are espedally \irged to seek the advice 
of their ethics counselors before com' 
raitting themselves to such activities. 

(3) Outside work or other outside ac- 
Uvlty nee compatible with the full and 
proper discharge of the duties and re> 
spMisiblllties of a regular or special 
government employee is prohibited. 
Incompatible activities Include but are 
not limited to: (i) Ouuide work which 
tends to impair the employee's mental 
or physical capaeitF to perform his or 
her Government duties and responsi- 
bilities in an acceptable manner (il) 
any work assignment or employment 
affiliation which might encourage on 
the part of members of the general 
public a reasonable belief of a conflict 
of interest. In this connection, it is not 
necessary that there be an actual con- 
fUct of Interest before applying this 
policy. The fact that the general 
PttbUe could logtoBUy perceive a con- 
flict of interest is suffietent for a de> 
termination that the work or activity 
be prohibited. 

(c) 5peet/fe re^vtatory profiHritiona 
applicabU to rtgnlar employees. ( 1 } A 
regular employee shall not perforTn 
outside work or outside activity which: 
<!) Is of such a nature that it may be 
reasonably construed by the public to 
be the offldaL act of the Department. 

(11) Involves the use of Government 
facilities^ equlpmont. and suppUes 
which art not routinely available to 
the public for similar use. 

(Ui) Involves the use of official infor- 
mauon not available to the public. 

(iv) Involves outside work of a sensi* 
tlve nature for a person or enurprlse 
that has or is seeking to obtain con- 
tractual or other business or financial 
relations with the employee's bureau. 

(V) Involves outside work of a sensi- 
tive nature for a person or enterprise 
that eonducu operations or activities 
that are regulated b7 the Department, 
or 

(vt) Involves a perMn or enterprise 
that has interests that may be sub- 
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st&nci&lly a/fected by the performance 
or non^performajcice of the employee's 
official duUes. 

NoTK "SeiuiUve luturt" mc«ns % job the 
duUee and rctpenstbUltiai of wtiieh (i) re- 
quire or authortce the Individual t« formu- 
late, determine, or Influence the peUdea of 
the ortanlzatlon or (U) ereaM a lulitanttal 
appearance of eonfUet of inurcet vtth the 
employees official ceverament dutlM. 

(3) WhUd ft refular eraploy«« is not 
prohlbltdd from perfonnlnc outside 
work or other outside activity solely 
because the work Is of the same tener- 
al nature as the work he or she per* 
f onau for the Department such an em* 
ployee may not perform outside work 
If: (1) The work that the employee 
would be expected to do is substantive* 
ly the same as that re<}uired by his or 
her refxiiar duties: or 

(11} The work involves active proprie- 
tary management of a business closely 
related to the official work of the em* 
ployee: or 

(Ul) The work would tend to influ* 
enee the exercise of impartial Judg- 
ment on any matters coming before 
the employee in the course of his or 
her offldbai duties. 

(3) Regular Bxireau of Land Manage* 
ment employees are prohibited from 
working as real esute agents and 
realty specialists and appraisers em- 
ployed in Indian Affairs are prohibited 
from working as real estate agents or 
appraisers. Such employees, however 
are not required to cancel a real esute 
license, but. rather, may maintain the 
license on an inactive basis. 

(4) A regular employee shall not use 
hla or her OdfvenuBent employment to 
Influence or eoerct. or give the appear* 
ancc of influtneing or coercing, a 
person to provide financial benefit to 
the employee or another person with 
whom ht or she has family, business 
or financial ties. 

(5) A regular employee shall not be 
granted leave without pay to engage in 
ouuide work or other outside activity 
unless granting nieh leave is done In 
accordance with and in consideration 
of dvU Mrvlee rules and regulations 
govemlBC leave without pay. 

(d) Speeifle revvtafory pro^iMtions 
dpp^ieodte to speeteZ pooemmenf cm* 
p^oyeej: (DA special government em* 



ployee shall not perform outside worx 
or outside activity which: 

(1) Is of such a nature that it may be 
reasonably construed by the public to 
be the official act of the Department. 

(II) Involves the use of Government 
facilities, equipment, and supplies 
which are not routinely available to 
the public for similar use, 

(III) Involves the use of official infor- 
mation not available to the public, or 

(Iv) Involves a person or enterprise 
that has Interestt that may be sub- 
stantially affected by the performance 
or non*performaoce of the employee's 
official duties. 

(2) While a special government em- 
ployee Is not prohibited from perform- 
ing outside work or other outside ac- 
tivity solely because the work is the 
same general nature as the work he or 
she performs for the Department, 
such an employee may not perform 
outside work if: (1) The work is such 
that the employee would be expected 
to do it as a part of his or her regular 
duties: or 

(11) The work would tend to influ- 
ence the exercise of Impartial Judg 
aoBt on any matters coning befor 
the employee in the courw of his or 
her official dutiea. 

(3) A special government employee 
shall not use his or her Govenunent 
employment to influence or coerce, or 
give the appearance of Influencing or 
coercing, a person to provide financ.al 
benefit to the employee or another 
person with whom he or she has 
family, business or financial ties. 

<e) Statutorv rutrietion* rtlated spe- 
ei/ieaUv Co outtidt leor* and aetivity. 
(DA regular employee shall not re- 
ceive any salary or arvthing of mone- 
tary value from a private source as 
compensation for services to the Gov- 
enunent (IS U.S.C. 209). This sutute 
doea not apply to a regular employee 
serving without compensation, nor 
does it prevent an employee from: (i) 
Continuing to participate in a bona 
fldt pension, retirement, group life. 
health or accident insurance. pcQfit 
sharing, stock bonus or other empToy- 
ee weUare or benefit plan maintained 
by a former employer, 

NoxB Continued partldpaUen In stock ev 
tlons or profit sharlns benefit plana main- 
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uuiMt by • former cmotoyvr may b« DroAib- 
iicd by otAcr sututary raqiartOMnu, or 

(li) Aeecptlng contributions, awards, 
or other expenses under 3 UJS.C. 4111 
ss mended by Pub. L. M-M. 93 SUt. 
381: or 

(lil) Aceeptlnff pejrraent by his or her 
former private employer of actual re* 
location expenses Incident to partiei> 
patlon in an executive exehang* or fei> 
lowship procram in the Oei^rtment. 
provided that such proiram has been 
esubllshed by statute or Sxteutive 
Order, offors appointmenu not to 
excMd 3fS days, and permits no exten- 
sions in excess of 90 additional days. 

(2) A rtfular or spoelal Bureau of 
Mines employee may not worlc on any 
private report as to the valuation or 
Che manacement of any mine or other 
privato mineral property with or wtth« 
out remuneration (30 U4t.C. 9). 

(3) A retular or special Oeolocieal 
Survey employee may not work on any 
surveys or examinations for private 
parties or corporations with or with- 
out remuneration (43 U.S.C. 31(a)). 

(4) An employte appointed to a 
grade OS-16 or higher non*iudieial 
f uU-ciH» posttlon by the President, by 
and with the advice and consent of the 
Senate, may not have in any calendar 
year outside earned income, including 
honorariums, attributable to such cal- 
endar year which is in excess of IS 
percent dt his or her salary (Pub. L. 
9S-521. §210. 92 Stat. 1850). Se« 
f 20.735-11 for more infonnatloa on 
honorariums. 

(f ) Ixetptions, This seetloa does not 
preclude an employee from: (1) Par- 
Ueipation in tiM acctvttiet ol naflonal 
or suu political parttes which are not 
otherwise prohibited by law. (Seo 
f 20.735-15) 

(2) Participation in the affairs of. or 
aeceptaneo of aa award for. merltort* 
ous pubUe eentrlbutloa or achieve- 
ment given by a ehartuble. religious, 
professional, social, fraternal, nonprof- 
it educational and recreational, public 
service, or civic organlation. 

(g) Sotiflcztion rtquirtments. (I) 
Except for UJS. Mineral Surveyors, a 
regular or special government employ- 
ee engaged In outside worlt shall 
report that work to his or her immedl- 
au supervisor if the work is to be per- 



formed frequently or on a standard- 
ized schedule. 

(2) Each report shaU contain: (i) A 
description of the outside work. 

(U) An estimate of the number of 
hours per week spent engaged in the 
outside work, and 

(lii) A statement of the employee's 
opinion of any apparent or potential 
conflict of interest between the work 
MoA his or her official duties. 

(3) Sach report shall be reviewed by 
the employee's supervisor and a deur* 
miaation shall be made by the supervt> 
sor whether there is compliance with 
the prohibitions of this section and of 
If 20.735-4 and 20.735-22 of this part. 
Supervisors may seek the assistance of 
the appropriate ethics counselors in 
arriving at a determination. Reports 
revealing potential problesu should be 
sent to the ftttrcau deputy ethics coun- 
selor for review. Each bureau Deputy 
Ethics Counselor shall; 

(1) Maintain a fUe of each report for 
the duration of aa iadivlduai's employ- 
ment with the Oeptftaeat or uatil 
the eaiployee aoUlles the couaaelor or 
supervisor la wrttlac that the outside 
work has eaded. 

(U) Take remedial actioa to correct 
aay sltuatlOBS which violate the prohi- 
bitions in this section or in II 20.735-9 
and 20.735-22 of this part. 

(h) Reqiutts for approvai or guid- 
ance (1) Bureaus may require employ- 
ees to obtain approval to engage in 
outside work by issuing supplementary 
requirements. 

(2) Employees' who are uaeertain 
about the propriety of a pountial out- 
side worlt or oocaMo activity sltuatloa 
should seek guidance from their ap- 
propriate Ethics or Deputy Ethics 
Couaselor prior to engaging tn outside 
work or activity. 



(49.FII 98435. Ose 1. 1981. ss 
m 43381. 8epC 27. 1993] 



St 47 



129.735-24 latcrtsta in Ftderal lands 
(4) D^/lnUiom. (1) "Federal laads" 



laads or raeottieai or aa later- 
est in laads or resources adsiinistered 
or coatreUed by the Oepartmeat of 
the Xatertor. laeludiaff. but not limited 
to. tho Outer Coa t laoatal Shelf. 

(3) "Outer Coattaental ShelT* means 
all submerged lands lying seaward out- 
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side of the ares of "lands beneath nav- 
igable waters" as defined in 43 U^.C. 
1301(a). and of which the subsoil and 
seabed appertain to the United States 
and are subject to It* jurisdiction and 
control. 

(3) "Direct Interest In fedenl lands" 
means any employee ownership or 
part ownership In federal lands or any 
partlelpiatlon In the eamingi there* 
from, or the right to occupy or use the 
property or to tAkc any benefits there* 
from, baaed upon a contract, grant. 
lease, permit, easement, rental agree- 
ment, or application. Direct Interest in 
federal lands also includes: 

(1) Membership or outside employ- 
ment in a btisiness which has interests 
In federal lands, and 

(ii) Ownership of stock or other se* 
curlties in corporations determined by 
the Department to have an interest in 
federal lands directly or through a 
subsidiary. 

<4) "Indirect interest In federal 
lands" means any ownership or part 
ownership of aa interest in federal 
lands by an employee in the name of 
another where the employee still 
reaps tht btntf Its. Indirect interest in 
f ederml laadto also includes: 

(i) Holdings in Imd4. mineral rights, 
gnzlng rights or livestock which in 
any manner are connected with or in- 
volve the substantial use of the re- 
sources . or facilities of the federal 
lands, or 

(11) Substantial holdings of a spouse 
or dependent child. 

(b) Prohibitiona. (1) The Director 
and members of tht U.S. Gtologlcal 
Survey. Burtsu of Land Management 
and of tht Mfntrtls Managtment 
Service art prohlbtttd from: 

(i) Voluntarily acquiring a direct er 
indirect interest in federal lands: or 

(U) Rttainlng a direct interest in fed- 
eral lands acquired voluntarily or by 
any othtr mtthod. btfort or during 
employment by the Department In 
their own name or In the name of 
their spoust. dtptndtnt child, or 
soltly-owntd or famUy'Ovntd busiXMss 
except that they may acquire or retain 
such inurtsu in aecordanet with the 
valver eriurla in I 20.739-24(t). 

(2) Tht Sterttary tad traploytcs of 
tht Offlct of tht Sterttary and othtr 
Departmental offices reporting direct- 



ly to a Secretarial officer, who ire in 
pay grades equivalent to GS-is ajid 
above or who are in ment-pay posi- 
tions as described in s U^.C. 
S40i(b)(l}. are prohibited from: 

(I) Voluntarily acquiring a direct or 
indirect interest in federal lands. 

(II) Retaining a direct inurest in fed- 
eral lands acquired voluntarily or by 
any other method before or during 
employment by the Department Rt/er 
to i 20.735^2010 for the deflniUon of 
Office of the Secretary and other De- 
partmental Offices. 

(3) All Department employees are 
prohibited from acquiring or retaining 
any claim, permit, lease, small tract 
entries, or other rights in federal lands 
either In their own name or. in the 
name of their spouse, dependent child, 
or solely-owned or family-owned busi- 
ness except that they may acquire or 
retain such interests in accordance 
with the waiver criteria in 120.735- 
24(e}. Also, employees, other than 
those idtattfltd in i 20.73S-24(b) (1) 
and (2). may purchase or retain stocks 
or securities traded on tht open 
market In companies having Interests 
in f tdtral lands, providtd that such at 
qulittlm wUl not Inttrftrt or appea^ 
to inttrftrt with tht proper and im- 
partial performance of their official 
duties. 

(4) No employee whose duties are 
connected In any way with federal 
lands, may hold a direct or indirect fi- 
nancial Inurest in federal lands that 
conflieu substantially or appears to 
conflia substantially with his or her 
OovenuBtttt dutltt or responsibilities. 

(e> Tht prohibitions of this section 
apply to both rtfular and sptctal gov- 
emmtnt traployttt. 

(d) Exeeptionx (1) A Bureu '' Land 
Managtmtnt employee (or the spouse 
of a Burtau of Land Management em- 
ploytt) statlontd in AUska. may pur- 
chast or Itatt ont tract of land, not 
exceeding five acres, for residence or 
recreation purposes in that sute. 

(2) Except for 0.3. Mlntral survey- 
on aa Individual tmploytd on an 
Intermitttnt or stasonal basis for a 
ptrlod not tzcttdinc 180 working days 
in each ealtndar ytar. tnd a special 
govtmaitat tmploytt tngagtd in fie' 
work rtlatlnc to land, rangt. fore, 
and mlntral constrvatlon and manage- 
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ment actlvttles. and the spouse of such 
an indlvidusi shall not be precluded 
from reuminc tny interest. Ineludlnc 
renewal or continuation of exlstlnc 
rifhts. la federal lands, provided that 
such an individual shall net acquire 
any additional Interest In federal lands 
durlnc employment. 

(3) Ail employee or any member of 
an employee's family may acquire wild 
free>roamlnc horses or burros from 
federal lands for maintenance and pro- 
teetlen throucn a cooperative acre*-^ 
nfxit entered into in aeeordance with 
43 CFR 4740.S and 4740.4>2. 

<4) Nethinc in this section shall pro- 
hibit th« recreational or other person- 
al and noncommercial use of the fed- 
eral lands by an employee, the em- 
ployee's spouse or dependent child, on 
the same terms as use of the federal 
lands is available to the f eneral public. 

(S) Employees in Indian Affairs are 
not prohibited by the provisions of 
this section from aequirlnr or retain- 
ing interests In federal lands con- 
trolled by the Department for the ben- 
efit of Indians and Alaska Natives pro- 
vided stseh interestt tre otherwise 
lecmL 

(4) Hm pfeWbiUoaa Imposed os 
MInenIi Maaacement Servlee employ- 
ees br f 30.73fl-34<b) art imposed bf 
Che Secretary through regulatory ex- 
tension of the statutory provisions in 
43 U.S.C. 31(a). Aeeordlncly. the Sec* 
retary aJthorlzes the Director. Miner- 
als Management Service (LMS). to ap- 
prove exceptions to this regulatory ex- 
tension for individual LMS employees 
or for a claaa of LMS employees for 
cause. Exceptions gnated by the Di- 
rector for a eliM of empleyeee shall bt 
with the prior eoaeurrtnct of the Oe^ 
ignated Agtney Ethics OffldaL 

(e) Waivtn. (1) The Designated 
Agency Ethlei Offldal may approve 
Che rtttatlen of an interest in federal 
lands for employees identified In 
f 20.739-34<h} when there is Uttle or 
no relationship between the employ- 
ee's functions or duties and the par- 
ticular inurest ia federal lands and: 

(I) The employee, or the spouse, or 
dependent child of the employee, ac- 
quired such an interest by gift, devise, 
bequest, or operation of law. or 

(II) The employee, or the spouse, or 
dependent chUd of the employee. ae> 
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quired such an Interest prior to the 
time the employee entered on duty m 
the Department, or 

(ill) In the ease of stock or securities 
traded on the open market, divestiture 
would constitute a financial hardship, 
or 

(iv> The employee, or the spouse or 
dependent child of the employee ac- 
quired such an interest through a pre* 
existing trust or inherited trust (not 
established by themselves) provided, 
the employee has no control over iu 
manageoMnt or sssets. 

(3) No waiver is needed for holding 
an interest consistent with paragraph 
(d) of this section. 

(3) Each request for waiver must 
consist of: (1) A written request sub- 
mitted to the Designated Agency 
Ethics Official within 90 days from 
the effective date of these regulations, 
within go days of employment by the 
Department or within 60 days of being 
notified that the holding in federal 
lands is a prohibited holding. 

(II) A full and complete disclosure of 
the interest la federal ladds. 

(III) A disclosure of the date and 
maaaer of aoQulsltloa (evidence to 
support this taf omatJoB may be re- 
quired). 

(Iv) Aa ezplaaatlOB of why denial of 
the right to retain such interests ^lU. 
work a hardship upon the employee, 
and 

(V) An opinion explaintnc why reten- 
tion of the mterest will not be con- 
trary to the inurestt of the Depart- 
ment. 

(4) Waivers for XJA Oeologlcal 
Survey and Bureau of Land Manage- 
meac emploftes shall not be permitted 
where rtteatloB of the laterest vio- 
lates 43 t7.S.C. 31(a) or 43 U.S.C. U. 
res«»Ktlvely. 

(f) Advisory cottnciZs. Nothing con- 
tained la thU section shall disqualify 
iadlvldusls appotated punuaat to the 
Federal Lead Policy and Management 
Act of 1976. 43 U.S.C. 1739. u mem- 
bers of advtaory boards or councils 
tnm aoquinaf or retalalag grasiBC li- 
censes or permits issued pursuant to 
Section 3 of the Taylor anxtng Act 
(43 X7.S.C. 318h). or aay other interest 
la laad or reaourees adauaistered by 
tho Bunaa of Laad Maaagement: Pro- 
vided, that la no case shaU the 
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member of any sucA board or council 
parUeipate In any advice or reeomraen* 
dAUon concemlnc such Uceiue or 
permit in which luch member iB di- 
rectly or Indirectly Interested. 

(C) /Ucvcttt/or cdviee. When an em* 
ployee is in doubt as to whether the 
acquisition or retention of any Interest 
In lands or resources administered by 
the Department would vtol&te the pro- 
visions of this section, a statement of 
the facts should be submitted prompt- 
ly by the individual involved to his or 
her Ethics Counselor for transmittal 
to the Designated Af ency Ethics Offi- 
cial for cuidance. 

C4« PR 8S43S. D<e. 1. 19tl: 47 FR 2995. Jan. 

31. 19t3. as amended at 47 FR 433S1. S«pc 
27. 1912: 49 FR 6373. Feb. 21. 19t4: 49 FR 
1S091. Apr. 27. I9S4] 

I20.735>2t Inttrtfltt in undtrtround or 
•urfact coal mining operations. 

(a) Dtfinitiona. (1) "Direct financial 
Interest in underground or surface 
coal mlaing operations" meaaa owner- 
ship or part ownership by an employee 
of lazids. stocks, bonds, debentures, 
warrants, partnership shares, or other 
holdlno tad also mtans aziy other ar- 
rancfl»Bt where the employe* may 
benefit from his or her hoidiaf la or 
salary from coal raining operations. 
Direct financial interesu also include 
employment, pensions, creditor, real 
property pad other financial relation- 
ships. 

(2) "Indirect financial interest in un- 
derground or surface coal raining oper- 
ations" raeans the same flnaneiaL rela- 
tionships as for direct owaenhip, but 
where the employee reapa the beneflu 
of such intereiti Ineludlnc Interesu 
held by his or her spouse, dependent 
child and other relatives, including in-- 
laws, regidlng In the employee's home. 
The employee wtU not be deemed to 
have an indirect financial interest If 
there is no relationship between the 
employee's functions or duties and the 
coal mining operation in which the 
spouse, dependent children or other 
resident relaUves hold a financial In- 
terest. 

lU/tr to NoU in i 20.735'2Jlb)i4y for 
examples of the kinds of Interesu that 
are not covered. 

(3) "Coal raining operation" means 
the business of developing, producing. 



preparing or loading bituminous coal. 
subbltumlnous coal, anttiraclte or lis- 
nite or of reclaiming the areas upon 
which f uch activities occur. 

(4) "Performing any function or 
duty under the Surface Mining Con- 
trol and Reclamation Act of 1977" 
means those decisions or actions, 
which if performed or not performed 
by an employee, affect the programs 
under that Act. 

(b) Prohibitions. (1) Neither the Di- 
rector nor any member of the Office 
of Surface Mining Reclamation and 
Enforcement shall have a direct or In- 
direct financial interest in under- 
ground or surface coal mining oper- 
ations. The Assistant Secretary- 
Energy and Minerals, her or his suff, 
and no other employee performing 
any function or duty under the Sur- 
face Mining Control and Reclamation 
Act of 1977 (30 U.S.C. 12Q0 et aeq.) 
shall have a direct or indirect financial 
InUrest in underground or surface, 
coal raining operations. Section 201(f) 
of the Act provides that anyone who 
knowingly violates these prohibitions 
shall, upon conviction, be punished by 
a fine of not raore than t3.S00, or by 
iraprisonraent for not raore than one 
year, or both. 

(2) No other employee whose duties 
are connected in sny way with coal 
mining activities may hold a direct or 
Indirect financial interest in under- 
ground or surface coal mining oper- 
ations or in raining enterprises con- 
ducting coal rainlzig activities, when 
that financial interest conflleu sub- 
stantially or appears to conflict sub- 
stantially with his or her government 
duties or responslbillUes (Executive 
Order 11222). 

(c) The prohibitions of this section 
apply to both regular and special gov- 
erament employees. 

(d) Employees are encouraged to 
review regulations contained in 30 
CPR Part 706 which pertain to the 
prohibitions of this section. 

1 20.73S-n Interettt in mining activitlM. 

(a) Df/inmont. <I) "Direct interest 
in mining tctlvlUee" mean* »ny em- 
ployee owaenhlp or part ownenhip in 
mining activities or any participation 
In the earnings therefrom, or the right 
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CO Uk« any benefits therefrom b«Md 
upon A eoBtnct. gnat. leije. permit. 
easement, rental agreement, or appll* 
cation. Direct Interest In minlnf aetlvl> 
ties includes: 

(1) Membership or outside employ* 
ment in a firm which has Interesu In 
minlnff activities, and 

(U) OwnersJilp of stock or other se> 
curttles in a corporation which has in* 
terests in raialBC activities directly or 
through a subsidiary. 

(2) "tndlreet inurest ia cainlnc ac- 
tivities" means any ownership or part 
ownenhlp of an intarest ia minlnc ae* 
tlvltles by an employee in the name of 
another where the employee still 
reaps the benefits. An indirect interest 
ia mininf activities also includes: 

(i) Holdlncs in land, mineral richts. 
or other rights which in any manner 
are connected with mining activities, 
and 

(ii) Substantial holdings of a spouse 
or dependent child. 

Rtfer to ffoU i 20.735'22tbK4) for ex* 
aaples of the ielnds of interesu tha& 
are not covered. 

(3) "MlfllBC activities" zncans aay 
mlaiat op brmt l oni which: (1) Involve 
esplontleii. dtvelopmoat, or cxtne- 
tloa of oU. gaa. coal or other ralaenOa. 
or reclamation of lands after extrac* 
cion. and 

(ii) Are or will be affected by pro* 
grams, policies, research or other ac* 
cions inlt:a:ed by this Department. 

(4) "InvestlgMlon" means inquiries. 
scientific and technological research. 
tests and other activities conducted 
under provisions ia 30 U.S.C. 1. 3. aad 
3 to 7. 

(5) "Mia* or products of aay mliM" 
means the speeifie ralat or producu of 
the specific miao uadcr iavestlgatloa 
aad does aet Uurludo other mlaes or 
the products of othor mlaes owned by 
a corapaay or other entity that art aot 
uader lavtstlfttloa. 

<6) "tnsldt iaformatton" means Gov* 
emment information chat is not avail* 
able to membon ot the public upon rt> 
quest or through libraries. 

(7> •Private mining enterprise" 
means any busiaeas orgaaizatioa la* 
volved in mlaiag activities. 

(b) ProhibUiona. (1) Neither the 01* 
rector nor aay member of the Burtsu 
of Mines shall: (1) Rave aay personal 
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or private interest in aay mine or the 
products of any mlae under tnvesuga- 
tlon: 

(11) Accept employment from any 
private party for servlees in the exami- 
nation of any mine or prlvau mineral 
property; 

(ill) Issue any report «s to the valu- 
ation or the management of aay mine 
or other prlvMe mineral property: or 

(iv) Use inside information obtained 
ia the eoilectloa of mineral or energy 
resources statis t ic s for private gain. 

(2) Neither the Director nor any 
member of the Qeologtcal Survey 
shall hold substantial personal or prl- 
vau interests, direct or indirect, in any 
private mining activities in the Uniud 
States. The Otreetor of Geological 
Survey may authorise exceptions to 
this restnetloB for cause on an individ- 
ual basis. 

(3) The Secretary aad employees of 
the Office of the Secretary and other 
Departmental offices reporting direct- 
ly to a Seerttarlal officer, who are ia 
pay grtdss equlvaleat to GS-16 aad 
above or who are la fflerlt*pay posl* 
tleas as described la 9 T7.S.C. 
9401(bxt). are prohibited from: (i) 
Ravlac aay penmul or private later 
est IB aay mlae or the products of aay 
miae uader lavestigatlon by Bureau of 
Mines employees: 

(II) Acceptiag employment from any 
private party for seri'iees in the exami- 
natioa of aay mine or private mineral 
propertyr 

(III) Issulac aay report as to the 
valuatioa or the msaagement of any 
mine or other prlvau mineral proper- 
ty; aad 

(iv) Uslag Inside iafonaatioa ob* 
talaed la the coUeetloa of miaeral or 
energy resources statistics for private 
gala. 

Sse f 2A735-l^e) for the deflaltlon of 
Office of the Secretary aad other De- 
partmcatsi Offices. 

(4) No employee whose duUes are 
cooaected la aay way with mlaiag ac- 
Ufltim may held a direct or iadlrect 
inurest ia a mlaiag activity or in a 
mlaiag eaterprlse conducting mialng 
acuvttles when that laterest coaflicLs 
substaatlally or avpeen to conflict 
suhstsnftslly with his or her govern- 
meat duties or responsibilities. 
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(c) The prohlbltiona of this section 
apply CO both reg\il&r and special gov- 
eminent employees. 

(d) The Bureau of Mines may tem- 
ponxUy employ in a consxiltlng capae* 
ity or in the invesUc»Uon of specUl 
subjects, any en<lneer or other expert 
whose principal professlonii practice 
is outside of employment by the 
Bureau o* Mines as permitted In 30 
UAC. 6. 

(e) Waiv€r9. (I) The Oesifnated 
Agency Ethics onieiai may approve 
the retention of an interest in mininc 
activities for employees identified in 
f 20.73S-27(b) when there is little or 
no relationship between the employ- 
ees functions or duties and the par- 
ticular interest in mining activities. 
and: 

(i) The employee or the spouse, or 
dependent child of the employee ac- 
quired such an interest by gift, devise. 
bequest, or by operation of law. or 

(ii) The employee or the spouse, or 
dependent child of the employee, ac- 
quired such an interest prior to the 
time the employee entered on duty in 
the Oepaitmtnt. or 

(lii) la^lM^MM of stock or securities 
traded on the open market, divestiture 
would coxutitute a financial hardship, 
or 

(iv) The employee or the spouse or 
dependent child of the employee ac- 
quired such an interest through a pre- 
existing trust or inherited trust (not 
established by themselves) provided. 
the employee has no control over its 
management or assets. 

(2) Each request for waiver must 
consist of: (1) A written request sub* 
mitted to the Designated Agency 
Ethics Official within 90 days from 
the effective date of these regulations. 
wlthiB 60 days of employment by the 
Department or within 60 days of being 
notified that the holding in mining ac* 
tlvltles is a prohibited holding. 

(11) A full and complete disclosure of 
the Inurest in mining activities, 

(ill) A disclosure of the date and 
manner of acquisition (evidence to 
support this information may be re> 
quired). 

(Iv) An explanation of why denial of 
the right to retain such Inuresu will 
work a hardship upon the employee. 
and 



(V) An opinion explaining why reten- 
tion of the Interest win not be con- 
trary to the interest of the Deoart- 
ment. ^ 

(3) Waivers shall not be applicable 
to cases where retention of the inter- 
est violates a sututory prohibiUon. 

C4S PR SS425. D«e. I. 1981: 47 PR 2MS J»n 
21. 1982. U aracndtd at 47 PR 42381 's*at 
27. 1M3I ° 

f 20.735-2S Intertstt in trading witlt Indi- 



(a) Dtflnitioru. For the purposes of 
this section. 

(1) "Trade" means buying, selling, or 
bartering services, commodities or 
property with or without the use of 
money: and 

(2) "Indian" means any member of 
an Indian tribe recognized as eligible 
for the services provided by the 
Bureau of Indian Affairs who is resid- 
ing on a Federal Indian Reservation, 
on land held in trust by the United 
States for Indians, or on land subject 
to a restriction against alienation im- 
posed by the United Sutes. The term 
shall also include any such tribe and 
any Indian owned or controlled orga- 
nization located on such a reservation 
or land. 

(b) ProhibitiOTu. No employee in 
Indian Affairs shall: (I) Have (other 
than as a lawful represenutive of the 
United States) any interest, in his or 
her own name, or In the name of an- 
other person where such employee 
benefits or appears to benefit from 
such interest— > 

(1) In any contract made or under 
negotiation with any Indian, for the 
purchase, transporution. or delivery 
of goods or supplies for any Indian, or 

(11) In any purchase or sale of any 
servlet of real or personal property (or 
any Interest therein) from or to any 
Indian, or colludes with any person at- 
tempting to obtain any such contract. 
purchase, or sale. 

(2) Make any purchase from or sale 
to an Indian of any real or personal 
property (or any Interest therein; for 
the purpose of commercially seiiLig. 
reselling, trading, or bartering such 
property: or 

(3) Have any Interest In any pur- 
chase or sale involving property or 
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funds which are either held In crust by 
the United States for Indians or which 
are purchased, sold, utilized, or re* 
ceived in connection with a contract or 
grant to an Indian Xrom the Bureau of 
Indian Affairs or the Indian Health 
Service. If such officer, eaployee. or 
acent is employed in the office or in* 
staliation of such Bureau or Service 
which recommends, approves, exe- 
cutes, or administers such transaction. 
grant, or contract on bohsU of the 
United States except aa authorized by 
la U.S.C. 437(bK2MB). ui amended by 
see. I. Pub. L. 9«.277. 94 Stat. S44. 

(4) Acquire any interest in property 
held in trust, or subject to restriction 
against alienation imposed, by the 
United States unless the conveyance 
or irantinc of such interest in such 
property is otherwise authorized by 
law. 

(c) £2fcnston 0/ tht prohibitions, (1) 
The prohibitions in i 20.73S-28(b) 
shall apply to the Secretary and em* 
ployees of the Office of the Secretary 
and other Oepartmontti offlett re- 
porcine directly to a Seerttarlal offi- 
cer, who an tn par gnid«s equivalent 
to OS>tf tod abov« or who art la 
raerit'par positions a» described la 9 
U.S.C. S401(b)(t). S*€ f 20.735-20(0 for 
the definition of Office of the Secre* 
tary and other Departmental Offices. 

(2) The Designated Acency Ethics 
Official 'may grant a waiver to such 
employees when denial of the right to 
trade with Indiana will work a hard- 
ship upon the employee, and for other 
good cause. 

(d) The prohibitloas of this seetlea 
apply to both reiultf and ipedai. gov- 
emment empleyeta covered by 
I 20.735-2S (b) and (e). 

(e) Esupaonx (1) Nothing con- 
tained la tlUi seetloB shall be con- 
strued as prtveatlac aar employee la 
Indian Affaln who is an Indian, of 
whatever degree of Indian blood, from 
obtaining or receiving any benefit or 
benefits made available to Indians 
generally or to any member of his or 
her particular tribe, under any Act of 
Congress, nor to prevent any such em- 
ployee who is an Indian from being a 
member of or reeeivinc beaeflts by 
reason of his or her membership la 
any Indian tribe, corporation, or coop- 
erative association organized by Indi> 
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ans. when authorized under such rules 
and regulations as the Secretary or his 
designee shall prescribe. 

(2) Employees In Indian Affairs, the 
Office of the Secretary and Other De- 
partmental Offices may b« permitted 
to trade with Indiana or Indian organi- 
zations under rules or regulations pre- 
scribed by the President or his desig- 
nee. 

(f) PtnaUitx In addition to divesti- 
ture or dlsdpUaary action, any person 
employed In Indian Affairs who vio- 
lates the prohibitions contained in 
1 20.73S-28(b) shaU be liable to a pen- 
alty of S9.000 or imprisoned not more 
than six months or both, and shall be 
removed from his or her office not- 
withstanding any other provision of 
law concerning termination from Fed- 
eral employment. 

C4i m SS429. Dee. 1. IMl: 47 FR 29««. Jan. 
21. 19S2] 

f 20.73S-2t Indian sad Alaalia Native or- 



<a) D^nitlon. The tena "represent- 
ative" means the oceupaat of aa elec- 
tive or other peetOoB la official gov- 
erning body of the tribe, band, pueblo 
or corporation, or any position of the 
governing body which carries with it 
the right to vote in the proceedings of 
the body or to make substantial deci- 
sions on behalf of the governing body. 

(b) Generoi restrictions. Under the 
authority granted by 2S U.S.C. 472, 
the Secretary has determined that 
Indian and Alaska Native employees, 
whether regular or special govemment 
employees^ are subject to the provi- 
sions of this part. 

(c) InUnat in tribal a/fairs. Mar - 
Indian or Alaska Native employees of 
the Oepartmeat. especially wtthln the 
Bureau of ladlaa Allaln. are members 
of federaUy-reeegaised tribes, bands, 
pueblos or corporations created under 
the Alaska Native Claims Settlement 
Act. These employees eaaaet absolve 
themselves of tribal membership or 
ownership In Indian or Alaska Native 
corporauotts. By lav and poUcy. the 
Bureau of Indian Affairs must give 
prefereace to Xadlaas la all personnel 
actions, and the Bureau is coatlaually 
pursulag the policy of Indian Self-de- 
termination. In recognition of these 
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fftctors. membership in an Indian 
tribe, band or pueblo which receives 
services from Interior, or ownership of 
interests in an Indian corporation es* 
tablished under the Indian Reorgxni* 
zation Act or Alaska Native corpora- 
tion established under the Alaska 
Native Claims Settlement Act, shall 
not be considered a conflicting Interest 
except as restricted by the provisions 
of this section. Ownership of interests 
in an Indian or Alaslca Native corpora* 
tion shall be reported by the employee 
on the statement of employment and 
financial interesu whenever such a 
statement Is required. 

(1) No person employed in Indian 
Affairs may hold a position on a tribal 
election board or on a tribal school 
board which oversees Bureau of ' 
Indian Affairs schools. Except for 
membership on a tribal election board 
and a tribal school board which over- 
sees Bureau schools, an eligible person 
employed in Indian Affairs may. with 
the approval of the Deputy Assistant 
Secretary— Indian Affairs, become a 
candidal* for office in his or her local 
tribe or may be appointed as a repre* 
sentAtifi^ his or her local tribe, if In 
the Depotr Aasistant Secretary's ludg* 
ment no real or apparent conflict of 
Interest is created. 5ee i 20.73S-2l(b) 
for de/initiom 0/ reaf and appartnt 
conjlict 0/ intertat Requests will be 
handled«on a case-by-case basis and. If 
approved, will require that such duties 
be esLTTied out while on: 

(1) Off duty hours. 

(ii) Leave without pay. 

(ill} Administrative leave, or 

(ivj An Inurcovemmental Personnel 
Act inlgTiTnent. 

If service Is provided to a tribe or 
Alaslca Native Corporation in accord- 
ance with these special conditions, the 
employee may not thereafur. if the 
trlb4l orc«nlzatlon with which he or 
she served is wlthtn the Jurisdiction or 
area of responsibility of the office to 
which the employee is aasicned. par- 
ticipate in his or her govemmental ca* 
paclty in a decision or recommenda* 
tion involving a particular matter in 
which he or she participated while 
sennnr the tribal organization. It is 
the duty of the employee to identify 
to his or her supervisor the extent of 
participation in tribal matters and to 



request, when appropriate, to be re- 
lieved from acting on lueh matters in 
his govemmental capacity. 

<2} An Indian or Alaska Native may 
hold in the Bureau of Indian Affairs a 
policy or decisionmaking position, as 
defined in the Bureau of Indian Af- 
fairs Manual Part 735. on his or her 
home reservation. Area Office, or in 
the Central Office, with approval of 
the Deputy Assistant Secretary— 
Indian Affairs when the followmg con- 
ditions are met: 

(I) During tenure the employee does 
not lease land more than tSOO in value 
per year from the tribe or Alaska 
Native corporation for his or her per- 
sonal benefit. The Deputy Assistant 
Secretary— Indian Affairs may author- 
ize exceptions from the SSOO limitation 
on an indlvldxial basis for cause: 

(II) There Is divestiture of any tribal 
financial interest (as well as any per- 
sonal outside financial Interest) that 
creates an apparent or actual conflict 
situation, unless such dlvestltxire is 
precluded by law or the Deputy Assist- 
ant Secretary— Indian Affairs deter- 
mines that factors, such as. but not 
limited to. tribal custom or severe fi- 
nancial hardship, provide a basis for 
authorizing an individual exception: 

(ill) Acquisition of Indian lands Is 
limited to five (5) acres or less during 
tenure in office and may be further re- 
stricted to no acquisition of Indian 
lands if the employee presently holds 
any Indian lands: 

(iv) Acquisition of any. loans or 
grants through the tribal governing 
body is prohlbiUd during tenure in 
office by tbe employee, spouse, de- 
pendent children or other relatives re- 
siding in the e-nployee's home. As an 
exception, loans or grants are not pro- 
hibited for Higher EducaUon and 
Adult VoeaUonal Training programs; 

(v> Any personal Indebtedness to the 
tribal governing body Is setUed in full 
prior to appointment. The Appointing 
Office many grant extensions not to 
exceed 90 days After appointment: and 

(vl) Any other specific conflict is sat- 
isfactorily resolved. 

(3) An Indlsn or Alaska Native em- 
ployee shaU not mAke nor participate 
In a substantial manner in any deci 
sion of the Department If he or sht 
has a private direct interest, u defined 
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In i 20.73S-2I. in the results of the de< 
cision. If the decision is one which the 
employee would be expected to make 
If he or she had no direct interest, the 
matter shall be referred to the next 
higher authority of the Department 
which does not have such private 
direct interest in an appropriate form 
but without reconunendatlon by the 
employee havinc a direct private inter* 
est. 

(4) The restrictions stated la this 
section shall apply to temporarr and 
intermittent employees and consult* 
anu employed bjr the Oepartznent. 
except employees or eonsultaacs who 
are members of boards or other orgm* 
mzations which have as a principal 
purpose consultation with the Depart- 
raent related to Indians and Alaslta 
NaUves. 

(d) Specioi conditions for B«rca« 0/ 
Indian, A/fain emplovets. Approval 
may not be granted to Bureau of 
Indian Affairs employees to serve in a 
key decisionmaking role at their home 
agency or area office if a dose relative 
or family member holds an elected po- 
sition with any tribe under the juris- 
dietloa «f Uui home agency or ares 
office. Far the purpose of this condi- 
tion, family members are defined u: 
father, mother, son. daughter, broth- 
er, sister, uncle, aunt, first cousin, 
nephew, niece, husband, wife, father- 
in-law. ^ mother-in-law. son-in-law. 
daughter*in-law. brother-in-law. sister- 
in-law. stepfather. sMpmother. step- 
son, stepdaughter, stepbrother, step- 
sister, half brother or half sisur. 

Subporf 0«-f {nondol loportinf 
Ko^wJromofliH 

f 20.T3S-30 Eseaitivf order filing require- 
ments. 

(a) Genemi information. By previ- 
sions eonuintd in executive Order 
11222 and implementing Office of Per- 
sonnel Management regulations in 5 
CFR 735.401. the Department has a 
responsibility to obtain financial inur- 
est statements from certain employ- 
ees, to review those sutements and to 
determine if. on the basis of the infor- 
mation provided, there is a eonfllet or 
an apparent conflict of Interest with 
an individual's official duties. Any em- 
ployee required to file any statement 
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of employment snd financial interests 
under this subpart shall be given an 
opportunity for review through the 
Department's appeal procedures 
(i 20.73S-43) as to whether his or her 
position has been properly designated 
as one to which the filing requirement 
attaches. 

<b) WhoahaUflU.(l) AU regular em- 
ployees who occupy a position desig- 
nated as OS (or GMVIS. 

(2) Presidencial Interchange Execu- 
tives and other employees on loan to 
the Department from industry or 
other aoa-govemment agencies. 

(3) Spedal Government employees 
as provided (n Subpart F of this part. 

(4) Regular employees on temporary 
assignment or detail to the Depart- 
ment or within the Department. 

(i> In some instances, temporary as- 
signments or details will Involve em- 
ployees in policy or decisionmaking 
situations different from those in the 
employee's regular position. An em- 
ployment and financial interest state- 
ment may be necessary, either because 
the posltloa to which the employee is 
temporarily asaigBed la listed in Ap- 
pendix C to these recuUtlons. or be- 
cause the bureau head, task force 
leader, or project manager, may decide 
the temporary or detail position re- 
quires it. 

(ii) In these Instances, the temporar- 
ily assigned or detailed employee shall 
file an employment and financial in- 
terest statement before the effective 
date of the sssignment or detail, or. if 
the employee- has a statement on file, 
it shaa b« updated and reviewed by 
the appueablt Cthies Counatlor for tn- 
ureau which conflict or might con- 
flict with the employee's new duties. 
Sach bureau \m responsiblt for imple- 
meaiinv this paragraph. 

(Ui) employees awlgned or detaUed 
for 30 dsyi or lest art exempt from 
the f Ulnf requirement. 

<S) Each regular employee whose po- 
siUon is listed in Appendix C to this 
part. The head of each bureau will an- 
nually review and update the related 
portion of Appendix C to this part. 
Proposed revisions or a certification 
that rensien is not required shall be 
submitted to the Oesiiaated Agency 
Sthics Official by no later than Octo- 
ber 31 of each year. The Secretary 
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may revise Appendix C by the addition 
or deletion ot positions at any time he 
or she decerralnes such revisions are 
required Co carry out the purpose of 
sucute. the Executive Order. Office of 
Personnel Manacement refuiatlons. or 
the regulations of this part. Additions 
to. deletions from, and other amend* 
ments of the list of positions in Appen- 
dix C are effective upon actual notlfl- 
cation to the incumbents. Appendix C 
shall be submitted annually for publi- 
cation within the Department. Copies 
of Appendix C shall be available from 
the Oeaicnated Atency Ethics OffieiaL 
Positions shall be included in Appen- 
dix C pursuant to the followinf crite- 
ria: (I) Positions designated as CS (or 
GM}-13 or GS (or GM)-14 (or compa- 
rable pay level) with duties and re- 
sponsibilities which require making a 
Government decision or taking a Gov- 
ernment action which could result In a 
direct conflict of Interest. Examples 
(not all-inclusive) of such duties are: 

(A) Contracting and procurement. 

(B) Administering or monitoring 
grantf. loans or subsidies. 

(C) Stltctlng concessioners, approv- 
iflt or «dBliiittei1ng concessions eon- 
tracts, or tpprovlng concessions man- 
agement policies. 

(0) Regulating, auditing, or Inspect- 
ing a private or other non-Federai en- 
terprise. 

( E) Recommending policy for private 
or other non-Federal enterprise. 

(F) Sictlnt on special conunittees 
that may influence policies on a pri- 
vate or other non-Federal enterprise. 

(G) Appraialnc or acquiring real 
csute for the Oovtrament. 

(K) Caforelnc Federal laws. 

(1) Conduettnf other activities where^ 
the decision or action has an economic 
impact on the interests of any private 
or other non-Federal enterprise. 

(U) Positions designated as GS (or 
GM)-13 or GS (or GM}-14 (or compa- 
rable pay level) with the duties and re- 
sponsibilities which may result in ac- 
tions that create an apparent conflict 
of interest. Examples (not alMnelu- 
sive) of such duties are: 

(A) Participation in the deeisionmak- 
inc process on matters that may affect 
a private or other non-Federml enter- 
prise. 



(B) Planning or developing ictiviues 
that may affect a private or other non- 
Federal enterprise. 

(C) Reviewing results of program op- 
erations or administration. 

(O) Meeting with public media per- 
sonnel or preparing and disseminating 
public information. 

(E) Supervising others who must file 
employment and financial interest 
statements. 

(F) Analyzing or reviewing economic 
data relating to or of potential value 
to a non-Federal enterprise. 

(G) Conducting any other activities 
that could have an economic impact 
on the Interests of any private or 
other non-Federal enterprise. 

(111) Positions- classified at GS-I2 or 
below which have the approval of the 
Office of Personnel Management and 
meet one or more of the following cri- 
teria: 

(A) Have duties similar to those of a 
GS (or GM>-13 in the same occupation 
and in those areas of respoiuibility 
where a atgniflcant potential for con- 
flict of interest exists. 

(B) Require a minimum of supen-i- 
sion either because the nature of the 
Job is similar to a GS or GM-13 or be- 
cause of remote location in performing 
such a job. 

(C) Involve the making of Govern- 
ment decision that directly affects its 
economic interests of any private or 
other non-Federal enterprise. 

(0) Provide the opportunity to influ- 
ence Government decisions that di- 
rectly affect the economic Interests of 
any private or other lion-Federal en- 
terprise. 

(c) Wtien to At*. Ethics Counselors 
or appropriate peraonnel officials shall 
notify each employee covered by this 
section and furnish the necessary 
form or forms to the employee at the 
time of his or her entrance on duty 
and by December IS of each year. 

(1) By no later than February 1 of 
each year showing holdings and inter- 
ests for the prior calendar year: 

(2) Within thirty days after notifica- 
tion that some recent action on his or 
her position now requires the submis- 
sion of a sutemtnt: 

(3) At the tlfflt of entrance on dut^ 
If a new employee. Persons transfer- 
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hnc between bureaus vill be treated 
u new employees. 

(4) Nottiinc in these regulations 
shall prevent a potential employee 
from voluntarily fUint a financial In- 
terest statement in order to determine 
If their financial interests will create a 
conflict of interest with the Job they 
are seeicing. Statements voluntarily 
filed before entrance on duty shall be 
reviewed immediately, shall not be 
copied and shall be returned to the po* 
tenual employee within 1 week. 

(d) What to report An employee re- 
quired to report under the Executive 
Order shall file a staument llsttni: 

<1) The names of aU corporations, 
companies, firms, or other business en- 
terprises. partnerships, nonprofit orca- 
nizatlons. and educational institutions 
in which the employee, spouse, de- 
pendent ehUd or other relatives who 
are full-time residents of the employ- 
ee s immediate household have: 

(i) A continuing financial interest 
through a pension or retirement plan, 
shared income, or other arrangement 
ss a result of any current or prior em- 
ployment or buaineaa or professional 

»»mt»^n»timm» IIP 

<il) Any financial interest through 
the ownMship of stock, stock options. 

bonds, securities or other arrange- 
ments ineludlnc trusts: 

(2) Interests in real property or 
rights inlands in which the employee, 
spouse, dependent child or other rela- 
tives who are f ull-tlrae residencs of the 
employee's immediau household have 
an interest, other than property which 
the employe* occupies «a> a personal 
residence: 

(3) The names of all corporations. 
companies. i>rraa, or other business en- 
terprises, partnerships, nonprofit orga- 
nizations. MUd educational or other in- 
stitutions with which th* employee is 
connected ts sa employee, officer, 
owner, director, trustee, partner, advis- 
er, or consultant: 

(4) The names of the employee's 
creditors, other than those to whom 
the employee is indebted by reason of 
a mortgage on property which is occu- 
pied as his or her personal residence 
or to whom he or th€ is indebted for 
current snd ordinary household and 
living expenses: and 



(5) Retirement benefiu. vested 
rights to retirement benefits, or in- 
vestments in self-employment or indi- 
vidual retirement plans. 

(e) What not to report An empioyee 
ts not required to report any connec- 
tion with, or Interest in: 

(DA professional society: 

(2) A eharitaeie. religious, social. Ira- 
temal. recreational, public service. 
civtU or political organization or a 
similar organization not conducted as 
a business enurprlse. For the purpose 
of this section, educational and other 
institutions doing research and devel- 
opment or related work involving 
grants of money from or contracts 
with the Government are deemed 
"business enterprises" and are re- 
quired to be included in an employee's 
staument of employment and finan- 
cial interests; 

(3) Holdings la widely held mutual 
funds, investment clubs or regulated 
investment companies not specializing 
In a particular industry: or 

(4) Savings or deposiu la banks. 
credit unions. buiUUng and loan asso- 
ciations, or insurance companies. 

(f) Aee§u to fseeuMoe Order Stau- 
mentM. Cseh statement of employment 
and financial Inurests fUed pursuant 
to Executive Order 11222 Is a confi- 
dential doctunent and shall be held in 
confidence and marked "For Official 
Use Only". The statement shall be 
transmitted in a special attencsn en- 
velope so marked by the employee to 
the ethics cotinselor designated in 
paragraph (d) of this section. 

(1) Ethics counselors shall maintain 
suteracnta in strict confidence. Sute- 
menu shall b* kept in locked filing 
cabinett in locked offices. A privacy 
act warning notice shall be displayed 
in the office where statements are 
filed: 

(2) Employees havtng seeeas to suu- 
ments shall not allow information to 
be disclosed from suuments except to 
those ladlvtduals who must have 
access in order to carry out responsi- 
billUes under law. 

(3) Confidential suuments of em- 
ployment and financial Inuresu vui 
be retained by the ethics couzuelors 
who actually perform the renew. The 
penenncl office heldlai the employ- 
ees official personnel folder must be 
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notified when the review has been 
completed. 

it) Penalty. An employee who fails 
to comply with these filinv require- 
ments shall be subject to disclpllxi&ry 
action, as provided in | 20.735-4. 

(h) Retention and dispotal of state' 
ments. All statements shall be de- 
stroyed two years after an employee 
leaves a position in which a statement 
is required. 

(4« PR SS42S. Dee. 1. IMt: 47 FR 29M. Jan. 
21. 19S2. ts amended at 49 FR 8379. Feb. 21. 
19841 

120.735-31 Ethic* in Government Act 
niinf requircmcnu. 

(a) General information and defini- 
tions. Title IZ of the Ethics in Govern- 
ment Act of 1978. Pub. L. 95-521. 92 
Stat. 1824. as amended, sets forth new 
public financial disclosure filinc re- 
quirements for certain Executive 
Branch personnel, and new requlre- 
menu for making reports available to 
the public. This section supplements 
and siuamarlzes portions of the recu* 
lations Issued by the Office of Govern- 
ment Ethics to implement the finan- 
cial reporttnc requirements in Title II 
of the Ethics In Government Act. See 
5 CFR Part 734. 

(1) "Designated agency official" 
means the Designated Agency Ethics 
Official. 

(2) "Income" means gross income 
from whatever source derived and in- 
cludes itenu whether or not taxable 
for Federal Income tax purposes, such 
as interest on municipal bonds. 

(3) "Reporting Individual" means 
those Individuals obliged to file the 
public financial disclosure information 
required by Title IX of the Ethics in 
Government Act of 1978. Such individ- 
uals are identified in i 20.735-31(b). 

(4) "Relative" is defined in I 20.73S- 
21(b)(6). 

(5) "Gift" means a payment, ad- 
vance, forbearance, rendering, or de- 
posit of money, or anything of value. 
Mnltzs consideration of equal or great- 
er value is received by the donor, but 
does not include: 

(1) Bequest snd other forms of Inher- 
itance: 

(ii) Suitable mementos of a function 
honoring the reporting individual: 



(iii) Food, lodging, cransportacion. 
and entertainment provided by a for- 
eign government within a foreign 
country or by the United States Gov- 
ernment: 

(Iv) Food and beverages consumed at 
banquets, receptions, or similar events; 
or 

(V) Communications to the offices of 
a reporting Individual including sub- 
scriptions to newspapers and periodi- 
cals. 

(6) "Honorarium" means a payment 
of money or anything of value re- 
ceived by an employee as consider- 
ation for an appearance, speech, arti- 
cle or consultation when such money 
is accepted as a payment for a single 
event or transaction and under cir- 
cumstances which do not imply a con- 
tinuing compensatory relationship be- 
tween the parties for similar services. 
Excluded for purposes of this para- 
graph are any payments of actual and 
necessary travel and subsistence ex- 
penses for an employee and spouse or 
aide of the employee and any tmounts 
paid or incurred for any agent's fees or 
commissions. 

(7) "Dependent child" is defined in 
i20.735-l(aK14). 

(8) "Personal hospitality of any indi- 
vidual" means hospitality extended 
for a nonbusiness purpose by an Indi- 
vidual, not a corporation or organiza- 
tion, at the personal residence of that 
individual or his or her family, or on 
property or facilities owned or rented 
by that individual or his family. 

(9) "Personal residence" Is defined in 
f 20.73S.l(aK15). 

(10) "Value" means a good faith esti- 
- mate of the dollar value if the exact 

value is neither known nor easily wb- 
talnable by the reporting Individual. 
In the case of any Interest in property, 
such estimation shall be made in ac- 
cordance with the principles of 5 CFR 
734.303(a}. 

(11) "Reimbursement" means any 
payment or other thing of value re- 
ceived by the reporting individual, 
other than gifu. to cover travel-relat- 
ed expenses of such individual other 
than those which are: 

(i) Provided by the United Sutes 
Government: 
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(ii) Required to be reported by the 
reporting individual under S U.S.C 
7342: or 

(iii) Required to b« reported under 
section 304 of the Federal Election 
Campaixn Act of 1971 (2 U^.C. 434). 

(b} Whoshail/tle. (I) Each employee 
of the Department whoae position is 
ciaasifled at GS-16 or above of the 
General Schedule or whose rata of 
basic pay is fixed (other than under 
the General SchMul*) at a rate equal 
to or greater than th« minimum rate 
of basic pay flxad for GS-19 (SUp 1). 

(2) Each employee appointed to aa 
Admlnlstratlw Lav Judft position 
punuaat to d Ul&C 320S. 

(3) Each employ««. reiardless of 
grade or pay level, who is in a position 
in the Department which is excepted 
from the corapctitlv* s«rvtee by reason 
of beins of a eonfidcatiai or policy- 
makiat character. 

(1) Aa exclusion is available for a 
person in any such position classified 
below GS-IS (or at a rate of basic pay 
which is leas thaa the w*<w<fwttwi ^t^ 
of basic pay fixed for OS-16> who has 
no rols in advlslac or maklac policy 
detenninatloos with nspoct to agtacy 
prograaa or p oild o fc Such poraeas 
may tnchide ehsufftun. prtvtto i^cn* 
taries. stanogrmphtn aad those who 
hold positions of siaUIar nature where 
eonsisteat with the basic criteria. 

(ii) The exclusion of aay person pur* 
suant to this subparagraph wiu be ef- 
fective as of the time the Designated 
Agency Ethics Official files with the 
Office of Government Sthles a Ust and 
description of each poeltloa for which 
exelusioa is sought, ift^ wett as the 
tdenuty of Its current oceuptat. The 
exclusion applies for on* yttr: 

(l*n Such a Ust shsll bo updated an- 
nuaixy tad seat by Bxireau Ethics 
Counselors to the Oeaicnsced Aceaey 
Ethics OffielAt by October 31 of each 
year. Xa the evtat that the Office of 
Govemmeat JBthles fiads that one or 
more positions has been Improperly 
excluded. It will so advise the Desic- 
nated Agency Ethics Official and set a 
date for the f illnt of the report. 

(4) The Oesignaud Agency Ethics 
Official aad the Deputy Agency Ethics 
Official. 

(5) Each employee la tay other posi- 
tion determined by the Director of the 
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Office of Government Ethics to be or 
equal claasificatton to GS-IS. 

(8) The filing provisions shall not 
apply to an individual who. u deter- 
mined by the Director. Office of Gov- 
emment Ethics, is not reasonably ex- 
peeted to perform the duties of his or 
her office or position for more than 60 
days in a calendar year, except that :f 
such individual performs the duties of 
his or her office or position for more 
than 60 days in a calendar year 

(i) The SF-278 report shall be filed 
within fifteen calendar days after the 
sixty-flrst day of such performance 
aad 

(11) The SF-278 report shall be filed 
as provided in i 20.735-31(0(3). 

(7) The Director of the Office of 
Government Ethics may grant a pub* 
Ildy available request for a waiver of 
any reporting requirement for an indi- 
vidual who is expected to perform or 
has performed the duties of his or her 
office or position leas than 130 days in 
a calendar year, but only if the Direc- 
tor determines that: 

(1) Such iadlTldual is not a full time 
employee. 

(U) Such individual Is able to provide 
servtees spedsJly aeeded by the Gov. 
emseat* 

(ill) It Is uallkely that the individ- 
ual's outside employment or financial 
interesu will create a conflia of inter- 
est, and 

(Iv) Public financial disclosure b>- 
sueh individual is not necessary in the 
cireuaistances. 

The procedures fo r req uesting such a 
waiver appear in 5 CFR 734.209(b). 

(c) Whtn to /Us.. (I) Withia thirty 
days of iwiimlng a posltlea u de- 
scribed la 1 30.739.31(b). aa iadivldual 
shall file a Staadard Form 278 ualess 
the individual has left another posi- 
tion described in i 20.739-31(b) within 
thirty days prior to assuming such 
new position or unless the individual 
has already filed a Standard Form 278 
In connection with a nomination for a 
new position. 

(3) WlthlB five days of the traasmit- 
tal by the President to the Senau of 
the nomlaatlon of aa iadivldual to a 
positioa. appoiatmeat to which re- 
quires the advice aad consent of the 
Senau. such individual shall file the 
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required report In accordance with In- 
structions received from the Executive 
Office of the President. Each report so 
filed, shall be reviewed by the Oesiv- 
nac«d Agency Ethics Official who 
5h&U sign approval or comment on the 
contents of the form before it is for* 
warded to the Office of Government 
Ethics. Nothing in these regulations 
shall prevent any Congressional com* 
miccee from requesting, as a condition 
of confirmation, any additional fizun« 
cial information from any Presidential 
nominee whose nomination has been 
referred to that committee. 

(3) On February 1 of tweh year each 
employee described in i 20.73S-3I(b) 
shall file on Standard Form 278 an 
annual report disclosing information 
for the previous calendar year. 

(i) The Designated Agency Ethics 
Official may grant an extension of 
time not to exceed May IS for filing 
the annual SF-278 form. Extensions 
will be granted to allow affected Indi- 
viduals to obtain necessary tax. trust 
or investment inforiBatlon that is 
needed to complete the annual report 
or to make allowances for pending ter* 
minatlon from employment. 

(il) Rsmmti for extension shall be 
in writrnr to the Designated Agency 
Ethics Official and shall be submitted 
by January 2S. 

(4) On or before the thirtieth day 
after termination of his or her em- 
ployment 'from a position described in 
{ 20.735-3 Kb), the employee who occu- 
pied the position shall file a Standard 
Form 278 termination report if: (i) 
The SF-278 report reautred by 
i 20.735-31(0(3) has not been fUed 
covering the portion of the eaJondai' 
year in which such termination occurs 
up to the date he or she leaves such 
office or position, or 

(ii) He or she does not enter employ- 
ment in another covered position 
within 30 days after termination. 

ExAMTU 1: A covered individual files the 
Annual report on February I and restms on 
February 2t that same year. An S7-378 ter- 
mination report is required. The annual 87- 
2T8 report will contain information for the 
prior calendar year and the termination 
report will contain information for the first 
cwo months of the year of resitnation. In 
this example, t seoarau urminatlen 3F-37S 
report may be avoided by reoucsting an ex- 
tension m time for the annual filing and 



prepartne the annual reoorc to dtselosc the 
c«nninauon and the nceeasary rceort inior- 
mation for the prior U months (the oreced- 
inc year and January and February o( the 
current year). 

CXAKPLS 2: An individual fUea the annual 
report on February 1 and resitni March 13 
that «amc year to accept a GS-IS poeiuon in 
another acency. So terminauen SF<278 
report la necessary if the individual enters 
the covered position within 30 days after 
urminattnt. 

(d) WTiere to fiU. (1) Employees as- 
suming or terminating from a covered 
position shall file the required Report 
with thetr Bureau Ethics Counselor. 

(2) Bureau heads assuming a posi- 
tion that does not require Congres- 
sional confirmation shall file with the 
Designated Agency Ethics Official. 

(3) Bureau and office heads and 
other individuals nomixutted to a posi- 
tion, appointment to which requires 
the advice and consent to the Senate. 
shall file the required report in ac- 
cordance with instructions received 
from the Executive Office of the 
President. 

(4) Annual reporu shall be fUed in 
the same nuuiner as provided for in 
1 20.738-30<d) for form DI-3I2 (Confi- 
dential Statement of Employment and 
Financial Interests). 

(5) Bureau Ethics Counselors shall 
review each report and transmit it to 
the Designated Agency Ethics Official 
in accordance with the procedxires in 
i 20.73S-31(gJ. 

(e) What to report This paragraph 
identifies general categories, of infor- 
mation that mxist be reported by cov- 
ered employees. Specific detaUtof re* 
porting. Ineludinc exceptions, are set 
forth in 5 CFR Part 734 and in in- 

-^tructions contained In the Standard 
Form 278 issued by the Office of Per- 
sonnel Management for use by individ- 
ualt who are required to file by the 
Ethics in Government Act of 1978. In 
summary, each report filed to meet 
the Ethics in Government Act of 1978 
requlremenu shall include a full and 
complete statement with respect to 
the following general categ cries: 

(1) Ineomt. Employees shall list 
income, including honorariums which 
exceed SlOO in value, from whatever 
source other than from employment 
by the United Sutes. 
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(2) Gi/t» and retmdunerrunu. Em- 
ployees shall provide Uie source, a 
brief description and the value of: 

(i) Lodglns. transportation, food and 
entertainment which from each source 
totals 1290 or more in value. 

(U) All other glits which from each 
source totals SIOO or more in value, 
and 

(U) Reimburscmenu which from 
each source totals S2S0 or more in 
amount or value. 

(3) JUal aitd ptmnal prop^rtv. em- 
ployees shall list any interests and 
assets held in a trad* or busmen or 
for investment or th« production of 
income which has a fair mmricet value 
in excess of Sl.OOO as of the close of 
such preceding calendar year. 

(4) Lii^UitUs. Employees shall list 
any liahillties owed to any creditor, 
other than a relative, which exceeded 
S 10.000. unless such llabUlties are eer> 
tified by the reportinc employee as 
beinc solely the responsibility of his or 
her spouse or dependent chUd and 
from which he or she derives no bene- 
fits and about which he or $hM haa no 
knowledf e. and which is not related to 
his or her Umoom. astest. or activities, 
and eeaMnlttv which he or she nei- 
ther dertvet nor exeeett to derive any 
f inaneiii or economic beneflL 

(5) Pfirchaat, 4a4« and tmhangt of 
property. Employees shall report any 
purchase, .sale or exchange of real 
property, stocks, bonds, commodities 
futures and other forms of seeurttler 
where the property valuo- exeeedr 
Sl.OOO unless such purehaMs^ saiet or 
exchances- arc certified br t&o-repert^ 
inc employee as being aeltiy the rt* 
spenaiblUfiy of his or horspouao^or do-^ 
pendent child and from which he or 
she derives no btntfitt and about 
which he or she haa no knowledge, 
and which la not rclatod to hia or her 
laeorae. asatti. or aettvttloa. and con- 
cerning which ht or sho neither de- 
rives nor expecu to derive any finan- 
cial or economic benefit. 

(6) Positions held. New employees 
and candidates to appointed positions 
shall report all positions held during 
Che preceding two calendar years and 
Che current calendar year at any time 
until Che date of filing. Zneurabent em- 
ployees shall report all positions held 
at any time during the current ealcn- 
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dar year until the date of filine. In iil 
cases the reportine individual shall list 
any position currently held u &n offi- 
cer, director, trustee, partner, proprie- 
tor, representative, employee or con- 
sultant of (i) any corporation, compa- 
ny, firm, partnership, or other busi- 
ness enterprise, (il) any non-profit or- 
ganization, (ill) any labor organization. 
<iv) any educational institution, or (v) 
any institution other than the United 
States Oovemment. 

(7) Compensation in excess of tS.OOO 
paid 6v one source. On the first report 
filed to meet provisions of the Ethics 
in Oovemment Act of 197a, each eov- 
ered employee shaU identify the 
source and briefly describe the nature 
of the duties oerformed or services 
rendered for any person, other than 
the United Statea Government, from 
whom they received compensation in 
excess of SS.0OO in any of the two pre- 
ceding calendar years. 

(8) itel4Xf ions/lips teitJi other empZoy- 
erx Employees shall list the date, par- 
ties to. and terms of any agreement or 
arrangement which they have with re- 
spect to: fature employBent, a leave 
of absence durlas tbo period of Oov- 
emment servicer eontinttatton of pay- 
menu by a former employer other 
than the Uhited States Oovemment. 
or continuing participation in an em- 
ployee welfare or benefit plan main- 
tained by a former employer. 

(9) Additional iTi/ormation. Employ- 
ees are reouired to answer two addi- 
tional questions: (1) Whether there are 
any Inurests-ln property or liabilities 
of a spouse or dependent child which 
the employee haa not reported but 
which would be reportable. If held by 
him or her and 

(11) Whether the employee, his or 
her spouse, or dependent child re- 
ceives income from or has a beneficial 
interest la a trust. 

(f) What not to report This para- 
graph identifies general categories of 
Information that are exempt from che 
reporting requirements. Specific de- 
tails of exemptions are set forth in in- 
structions contained in the Standard 
Form 37S. Oeneral exemptions are 
shown for each of the following re- 
porting categories. 

(1) Ineome. Employees are not re- 
quired to report: 
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(i) The amounc of earned income re- 
ceived by a spouse, or 

(ji) Income from current employ- 
ment by the United States Govern- 
ment. 

(2) Gifts and reimbunementx. Em- 
ployees are not required to report 
gifts: (1) Of I3S or less in value per in- 
dividual item (gifts of more than S3S 
in value must be aggregated in the 
total of gifts from one source). 

(11) Prom X relative, or 
(Ui) Of food. lodginc or entertain- 
ment received as person&l hospitality. 

(3) Real and penonal property. Em- 
ployees are not reqtxlred to report: 

(1) Ajseu derived from a personal li- 
ability owed to them by a relative: 

(ii) Deposits in personal savings ac- 
counts ia a single financial institution 
if the total of all family accounts (em- 
ployee's, spouse's and children's) in 
that institution is $3,000 or less: or 

(ill) Personal property not held for 
business, investment or the production 
of income. (Examples Include house- 
hold goods, non-interest bearing 
cheeklnf aecountA, automobiles, paint- 
ings. Jewelry, and life Insurance poli- 
cies. However, if an individual is in the 
business ot SlUfing and sellinc any 
such items for profit, their category of 
value must be disclosed.) 

(4) Liabilities. Employees are not re- 
quired to report: 

(i) Liabilities owed a relative: 
(ii) A mortgage on the personal resi- 
dence of oneself or spouse: or 

(iii) A loan which is sectared by and 
does not exceed the purchase price of 
a personal motor vehicle, household 
furniture or appUanm. 

(5) PurehOM^ taU and exchange o/ 
property. Employees are not required 
to report: 

(i) Transactions involving the per- 
sonal residence of oneself or one's 
spouse. 

(ii) Transactions solely between one- 
self, one's spouse or one's dependent 
children. 

(6) Positions Ae/d. Employees are 
not required to report positions: 

(i) In religious, social, fraternal, or 

political entities: 
(il) Of solely an honorary nature, or 
(iii) Being held by a spouse or de< 

pendent child. 



(7) Compensation in excess o/ SS.OOO 
paid by one source. Employees mav ex- 
clude information: 

(1) That is considered confidential as 
a resiiit of a privileged relationship es- 
tablished by law; 

(ii) About persons for whom services 
were provided by a firm or an associa- 
tion of which an employee was a 
member, partner or employee unless 
he or she was directly involved in the 
provision of the services: and 

(iii) Relating to a spouse or depend- 
ent child. 

(8) Relationships with other employ- 
en. Employees are not required to 
report information relating to a 
spouse or dependent child. 

(g) Administrative procedures— (1) 
Review and analysis o/ statements. 
Each financial disclosure report filed 
to meet the provisions of the Ethics in 
Oovemment Act of 1978 shall be re- 
viewed by the appropriate ethics coun- 
selor or deputy ethics counselor. 
Review and analysis of the statements 
shall be pursuant to the general provi- 
sions in i 20.735-37. In addition, each 
ethics couxiselor shall: 

(i) Inform affected employees of the 
flllnc requirement and obtain the re- 
quired report: 

(ii) Attach a position description or 
other description of the position 
duties and responsibilities to the 
report: 

(iii) Determine which, if any. con- 
flict of interest prohibitions in addi- 
Uon to Executive Order 11222 prohibi- 
tions apply to each position (e.g. or- 
ganic art prohibitions ): 

(iv> Review the report for complete- 
n«i»aiul determine if any information 
disclosed reveals any conflict or ap- 
.pearance of conflict of interest In con- 
nection with applicable prohibitions: 

(V) Prepare for each report a state- 
ment to the Desifnated Afeney Ethics 
Official indicating review findings and 
recommending approval or. with rea- 
sons, disapproval of each repon: 

(W) Send the report, position de- 
scription and statement of findings 
and recommendation to the Designat- 
ed Afeney Ethics Official for review. 
sifnaturt and flllnc within IS days 
after the report Is received: 

(vtl) Take action to resolve informal- 
ly any potential conflicts, ictual con- 
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nicti or appaxent conAicts that exist: 
and 

(viii) Have the Ethics Counselor take 
remedial action iX Infonnal resolution 
falls. 

(2) Each report required by the 
EXhlcs In Government Act must be re> 
Tleved and slcned by the Oesicnated 
Acency Sthlcs Ofrieisi or deslcnee. 

(3) Axmual or other reports pertl* 
nent to the fithlci In Oovemmem Act 
of 197« and required by the Oireetor. 
Office of OoeenimenC Sthlcs. or Coa- 
gresa shall be prepared by the Oeslc- 
naeed Atency Sthlcs Official or destf • 



(4) The Comptroller Qeaerml. the 
Of flee of Inspector Ceneral, and the 
Director. Offlee of Government 
Sthlcs. shall have access to finsLnelal 
disclosure reports filed under the 
Sthlcs la Government Act for the pur- 
pose of ourylac out their statutory re- 
sponslbUltles. 

(h) Public access Co and fees for 
copying staUmtntj. (1) Standard 
Forxas 278 shall be available to the 
public for revlev or copylat at the Do* 
partmeat Sthlcs Ofllet. 18th aad C 
Streets. NW;. Washiagtoa. O.C. 20240. 
within IS dm after lay report is re- 
ceived. 

(23 No report shall be available to 
any persoa. except upoa his or her 
written application stating his or her 
name, occupation and address, the 
name and address of any other person 
or organization oa whose behalf the 
report ts requested, and showing that 
he or she Is aware of tha-prohibitioBS 
oa improper use. tt \a unlawful for aay 
person to obtain, or um a rtport— 

(1) For tny unlawful purpose: 

(U) For any eommcreial purpose. 
other than by news and eommunlca- 
tioaa media- for dSneaiinatioa to the 
geaeni public 

(Ui) For determialaff or esubiiahlng 
the credit rating of any individual: or 

(iv) For use. directly or Indirectly. In 
the solicitation of money for any polit- 
ical, ehariuble, or other purpose. 

(3) Each application for a report 
shall iuslf be made available to the 
public throughout the period during 
which the report requested by that ap- 
plication is made available to the 
public. 
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(4) The fee schedule for services per- 
formed in obtaining or copying a state- 
ment Is set forth In 43 CFR Part 2. Ap. 
pendlx A. which is made applicable to 
these regulations. 

(1) ^cna^x«— <l) FUing reports. (I) 
The Attorney General may bring a 
dvtl action in any appropriate United 
States District Court against any indi- 
vidual who knowingly and wiUfxiiiy 
falls to file or report any information 
that such izulividual is required to 
report pursuant to seetioa 202 of the 
Sthlcs la Qoverameat Act of 1978. 
The court ia which such action is 
brought may assess against such tadl- 
vtdual a etvtl peaalty in aay amount 
not to exceed SS.OOO. Saowlxig or will- 
ful falsification of ixiformation re- 
quired to be filed by section 202 of the 
Act may also subieet such Individual 
to criminal prosecution uader 18 
U.S.C. 1001. leading to a fine of not 
more than 810.000 or imprisonment 
for not more thaa five years or both. 
The Designated Ageaey Ethics Official 
shall refer to the Attorney Geaeral 
the aame of any indiYidual he or she 
has reasonable cause to believe hsa 
willfully failed to file a report or has 
wUlfoUy falatficd or wUlfolly failed to 
file Inforaation required to be report- 
ed. Such referrals will be coordinated 
With the solicitor and with the Office 
of Inspector General. 

(ii) In addition, the Secretary may 
take any appropriate personnel or 
other action against any individual for 
falling to file a report or for falsifying 
or faUlng to report Informatloa re- 
quired to be reported. (See 1 20.73S-4.) 

(2) Irupecting or eepyfna rtpeits. 
The Attomey General may bring a 
civil action against any person who ob- 
talas-or uses a report for aay prohibit- 
ed purpose as set forth in 120.735- 
31(ltX3). The court may a««s against 
such a persoa a peaalty la any amount 
not to exceed 85.000. Such remedy 
shall be In addition to tny other 
remedy available under law. 

(J) lUUntion and ditpoitU of Jinan* 
cial reports. (1) Financial Disclosure 
Reports filed in accordance with the 
provisions of this section shaU be re- 
tained by the Designated Agency 
Sthlcs OffldaL Such reports shaU be 
made available to the public for a 
period of six years after receipt of the 
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report. Aiter the 8tx«ye»r period, re- 
ports shall- be destroyed uxiiess needed 
in an oncoUrc investlcatlon. 

(2) Flnanclai Disclosure Reports 
filed by individuals nominated to posl« 
tions requirlzur Senate confirmation 
and who were not subsequently con- 
firmed shall be destroyed one year 
after the individual Is no loncer under 
consideration by the Senate, unless 
the report is needed In an ongoing ln> 
vestiffatlon. 

C46 PR M43S. Dee. 1. 10tl: 47 FR 29M. Jaa. 
21. 19S3] 

I20.73S-32 Surface Miainr Control and 
Reclamstton Act flllaf rtquirenieats. 

(a) General in/ormation. Section 
201(f) of the Surface Mlninr Control 
and Reclamation Act. 30 U.S.C. 
121 Kf). requires the Director of the 
Office of Surface IhCinlnc Reclamation 
and Enforcement to establish provl- 
sions for the filing of flzianciai interest 
statements. Regulations implementing 
the filing requirements o f Se ction 
201(f) are contained in 30 CFR Part 
706 and are incorporftted here by ref- 
erence. All employees of the Office of 
Surface KCininc Rerlawtlon and En- 
forcement tad all other Federal em- 
ployees who perform any function or 
duty under the Surface Mining Con- 
trol and Reclamation Act are required 
to comply with the filing requirements 
in Part 7(JB. 

(b) What not to report An employee 
is not required to report any connec* 
tion with, or interest in: (1) A profes- 
sional society: 

(2) A^arltable. reUflouSr sodaL fra- 
ternal, recreational^ publle senrtct. 
civil, or political onanlzatlon or a 
similar organization not conducted as 
a business enterprise. For the purpose 
of this section, educational and other 
institutions doing research and devel- 
opment or related wortc involving 
grants of money from or contracts 
with the Government are deemed 
"business enurprises" and are re- 
quired to be included in an employee's 
statement of employment and finan- 
cial interests; 

(3) Holdings In widely held mutual 
funds. Investment clubs or regulated 
investment companies not specializing 
in a particular industry: or 



(4) Savtnss or deposits in banks. 
credit unions, building and loan asso- 
ciations, or insurance companies. 

(c) i4ccess to Surface Mining Control 
and Reclamation Act Ananeial inter- 
e*t statements. Confidential state- 
ments of employment and financial In- 
terest filed to meet reqxiirements of 
the Surface Mining Control and Recla- 
mation Act shall be handled in accord- 
ance with the regulations in | 20.735- 
30(g). 

(d) Penalty. An employee who fails 
to comply with these filing require- 
ments shall be subject to disciplinary 
action, as provided in 1 20.735-4. 

(e) Retention and disposal o/ state- 
ments. All statements shall be de- 
stroyed two years after an employee 
leaves a position. 

IM.73S-U How to file. 

(a) Employees who are in positions 
subject to a single filing requirement. 

(1) Employees who are subject only 
to Executive Order filing requirements 
shall report all information required 
on form DI-212. Confidential Sute- 
ment of Employment and Financial 
Interest. 

(2) Employees who are In positions 
subject only to Surface Ii£in^ Con- 
trol and Reclamation Act filing re- 
quirements shall report aU informa- 
tion required on form DI-212A. Confi- 
dential Statement of Employment and 
Financial Interests For Use by Federal 
Employees Who Perform Functions or 
Duties Under the Surface Mining Con- 
trol and Reelaaatlon Act of 1977 (30 
T3AC 1211(f)). 

(3) Employees who are in positlotu 
subject only to the Ethics in Oovem- 
ment Act of 1978 filing requiremenu 
shall report all information required 
on Standard Form 278 for annual and 
termination of employment reports. 
Newly appointed or elected officials 
and Presidential nominees to positions 
requiring the advlee and consent of 
the Senate shall also file Standard 
Form 278. 

(b) Employees who are in positions 
subject to multiple filing require- 
ments. 

(I) Employees who are in positions 
subject to— 
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(U jExecucive Order fUlzis require- 
ments. &nd . 

(ii) me Surface Mlninc Control and 
ReeUmaUan Act riliac requirements 
shall report all Information on form 
OZ'212A. 

(3) Employees who are in positions 
subject to: (1) Statutory prohibitions 
contained in I 20.73S-32(e) or the Sur- 
face Mlnins Control and Reclamation 
Act f Uins requirements, and 

(U) Ethics in Qovemment Act of 
1978 fiUnc roqulrtments shall fUe a 
Standard Form 278 in eonneetion with 
tho Ethics in Ooyemment Act of 1978 
and shall moot SXoeutlvo Ordor or 
Surfaco ICininc flUnf roquiremoats by 
alsfr fUiac s OX-278. Tho OI-278 is an 
approved suppltmeat to the Standard 
Form 278 and requests only that addi- 
tional information required by the Ex> 
ecutive Order or the Surface Minini 
Act that is not requested on the 
Standard Form 378. 

(c) WfuT9 to JXU. (1) The Designated 
Aceney Ethics Official and the Deputy 
Aceney Ethics Official shaU file state- 
mentt with the Und«r Soeretary. 

(3) Th« foUomnc employees shall 
f Ut statcmoati vtth tho OeHiBated 
Acmey Sthiet OffldaL Tht Soerttary. 
tht Undtf Sacnorr. Dcoitcy Utadsr 
SoeretarlM^ Alitaaf to tht Seera-^ 
tarr SoUdtor and DaptttT SoUdton; 
Assistant and Deputy Asstsfant Secre- 
taries: Reads of bureaus; the Sgh 
Commissioner and the Deputy High 
Commissioner of the Trust Territory; 
the Director. Office of Administrative 
Servleea; the Penoaael Officer. Divi- 
sion of Fersoanel ServteeaMUd such 
otheir aa the Secretanrmay deiicBate. 

NexB 

ployee who is 
quirts the 
closure iTifiinsmi 

(3) Covarad employeaa In the Office 
of the SoUdtor (eseapt for the SoUd- 
tor and Deputy SoUdton) shall fOe 
statement! with the Solldtor or the 
Deputy Ethics Couaaelor for the 
Office of the SoUdtor. aa the SoUdtor 
may direct. 

(4) Covered employees in the Office 
of HearUifs and Appeala (except for 
the Director) shall file statemenu 
with the Director. Office of Beartnci 
and Appeals, or the Deputy Ethics 
Counselor for the Office of Bearlnsa 
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and Appeals, as the Director may 
direct. 

(5) Covered employees In the Offict 
of the Secretary and In other Depart- ^^ 
mental offices, except those employees 
mentioned in paracraphs (cxu 
throuch (S) of this section thaU fUe 
staumentt with the Director. Office 
of Administrative Services. 

(8) Covered employees in other bu- 
reaus (except for the head of the 
bureau) shaU file statemenu with the 
bureau head. Deputy Ethics Counsel- 
or, or the Assistant Ethics Counselor, 
as the head of the bureau may direct. 

<d}/n/bnnai(on/9raaemp<oyees. (1) 
If any laf wmatloa required to be in- 
duded on a statement of employment 
and financial interests or supplemen- 
tary statement is not known to the 
employee but is known to another 
penoa, the employee shall request 
that other person to submit Uiforma- 
tion on his or her behalf to the appro- 
priate ethics counselor. 

(3) Employees required to file who 
have no known flnanrtsl inurest to 
report shall fUe the required fona<s) 
Inrtlfatlnc thereon where appropriate. 
"Nona.** 

(3) Covered employtea shall com- " 
plate a aav^ form eaeh year. A sute- 
ment of "No Chance From The Last 
Report" is not acceptable. 

C4« FR SI42S. Dee. I. IMl. m satnded tc 47 
FR 42362. S«pc H. 1983: 49 FR 8376. Feb. 

21.19841 

l2S.73S-3a CertllleatieofdisdaiaMr. 

(a) The foUowtnc statutory restrtc- 
tiona apply iparlfically to the heada 
and aembefa of the bureaua and of • 
ficea identified and are sxtended to 
e9ployeea In the Office of the Secre- 
tary and In other Departmental offices 
reportlnc directly to a Secretarial of f i- 
eir, who art in pay fradas equivalent 
to QS-16 and above or who are In 
merit-pay positions as described in 5 
UJS.C $401(bXl): (I) a U.8.& 31(a)- 
Oeelocleal Surver. (3) It VAC 437* 
Indian AffUrv (3) 43 T7JLC. U- 
Bureau of Land Manacement: (4) 30 
UAC ft-Bureau of Mines. In addi- 
tion, the statutory reitridlena of 43 
XSAC 31(a) art extended to the Direc- 
tor and members of the Minerals Man- 
acement Service, ntftr ta \ 20.72$' 
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20<e) for the definition of Office of 
the Secretary and other Departmental 
Offices. 

(b) Each employee covered by one or 
more of these restrictions shall sign a 
certificate of disclaimer upon entrance 
to or upon traxufer to these bureaus 
or offices. The employee's signature 
will indicate that he or she: 

(1) Is aware of the specific restric* 
tions pertinent to his or her employ* 
ment. and 

(2) Is in compliance with such re> 
strictions. 

(c) If an employee is unable to sign 
the certificate, he or she must submit 
a statement of facts to the appropriate 
ethics counselor for review and action 
under the provisions of H 20.735-37. 
20.735-40 and 20.735-44. (See Appen- 
dix A for applicable certificate.) 

[46 PR S842S. Dec 1. IMl: 47 FR 29M. Jan. 

21. 1983. as amended at 47 FR 42362. Sept. 
27. 1982] 

I 20.735-37 Review and anaiyiis of «ut«> 
menu. 

(a) Review of statements of employ- 
ment and financial Interests is made to 
verify that iofonnatlon reported dis- 
closes no: ^ 

(1) PotentiaL actual or apparent con- 
flicts of inurest with the employee's 
official duUes. 

(2) Interests prohibited by statute or 
regulatipn. and 

(3) Discloses no other serious prob- 
lems related to the employee's official 
duties and responsibilities. 

(b) Ethics Counselors have impor- 
tant review and analytical responsibil- 
ities and shall conduct the foUovlnc^ 
minimum procedurvc 

(1) Ensure that all necessary sute- 
ments are filed by February 1: 

(2) Review statemenu received for 
compleunesK 

(I) Each section must have a re- 
sponse (Le. a statement of "no change 
from my last report" is not accepta- 
ble), and 

(II) Each sutement must be signed 
and dated: 

(3) Determine which prohibitions 
apply to each employee and conduct 
the remaining procedures accordingly: 

(4) Research flnanciil interests dis- 
closed in order to obtain enough infor- 
mation to make a determination; 



(5) Match the confidential sutement 
with any public disclosure statements 
filed by the employee to ensure that 
items on the confidential statement 
that are reportable on the public dis- 
closure statements have been Included: 

(6) Match the employee's position 
description or other description of 
duties to his or her financial interests 
and determine if any reported inter- 
ests: 

(I) Are prohibited by law or regula- 
tion, or 

(II) CreaU potential, actual or appar- 
ent conflicts of interest with the em- 
ployee's duties; 

(7) Initiate appropriate counseling to 
effect informal, voluntary resolution 
of any problems disclosed: 

(8) Initiate remedial action by the 
Bureau Ethics Counselor, if necessary; 
and 

(9) Sign each statement as the re- 
viewing official upon completion of 
each case. 

(c) Each employee's azmual state- 
ment shall be reviewed by the ethics 
counselor with whom it is fUed by no 
later than March 3 of each year to 
ensure that the employee is in compli- 
ance with these regulations. The 
ethics counselor may consult with the 
appropriate Refional Solicitor, or the 
Associate Solicitor—General Law. in 
the conduct of the review. 

(d) At all stages in the review proc- 
ess employees shall be provided full 
opportunity to offer information and 
explanation prior to a final determina- 
tion. 

(e) Esch bureau shall certify to the 
OesliBAttd Afeney Ethics. Official 
that all required reviews of stauments 
h&ve been completed or that state- 
ments are still under review. Such cer- 
tificates are required annually by no 
later than March 18. 

Subport f— teseluflon el Cenflictt of 
Interest 

1 20.735-40 Proeedures for rteoMng eon- 
nicts or prohibited holdinft. 
(a) Renudial aetion to effect resolu- 
tion. (1) VloltUoos of the regulations 
or the sututes referred to in this part 
by an employee may be cause for man- 
datory remedial . action. Remedial 
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action should normally be considered 
only a/ter actempu to obtain volun- 
ury resolution have faUed. Voluntary 
resolution may include: (i) Voluntary 
divestitiu'e. or 

(11) Voluntary conversion to seeurt* 
ties which are not prohibited or which 
do not create actual or apparent eon> 
flicts of Interest with the employee's 
duties. 

(2) If the Bureau Sthics Counselor 
decides that remedial action Is re* 
quired. Immediate action shall be Initi- 
ated to remedy Um holdlac of prohib- 
ited financial Interests or to eilmlnate 
the conflict or appemrmnee of confUet 
of iBttrest created by holdlncof a pro- 
hibited f inaaeial fatereit vlthla a rea- 
sonable time, usually ninety days. 

(b) Remedial action may include: (I) 
lUassiffnmtnt or restriction o/ Utt em- 
ployee. U an employee is In a Job 
where there is a confUet of interest. It 
may be possible to reassUn the em- 
ployee to another job where no such 
conflict would exist. It may also be 
pMsible to restrict the employee from 
perf ortBlac the particular duties that 
are ercattnt the omflict or the appear- 
ance of a eenfXIet of interest. Althouf h 
the number of cuss where this 
remedy eaa%» VMd should be rare, 
the possibilltr should be explored 
before divestiture of the Interest is or- 
dered. 

C2) Divestiture of Ou interest If the 
conflict involves the ownership of 
stocks. lands, etc.. or outside employ- 
ment or business Interest, the bureau 
Ethics Counselor may order the em- 
ployte to divest himself or herself of 
the stodu, land, or bustnesi intertst or 
to discontinue outride* SBploymenc 
whichever Is appreprtite. Divestiture 
of the jiurest shall be ordered in all 
situations where rtssstgnment or re- 
strictions of an employte will not re- 
solve the eonfUet or where the condi- 
tions for a trust dtserlbed below are 
not met. Evidence of divestiture must 
be provided in the form of broker's 
sale receipts or other appropriate doe* 
uments. 

(3) Sstabliahmtnt of o qualified 
trust The Director. Office of Oovem- 
ment Sthics, Office of Personnel Man^ 
acement, may allow an employee the 
option to place holdings In a qualified 
trust. A qualified trust is esubltshed 
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when by written agreement, che em- 
ployee gives rantrol and lesal title to a 
trustee. Complete provisions for estab 
lishing a trust are contained ir^ 
120.739-42. Employees are permitted 
to use a qualified blind trust Sinless 
such an action is specifically precluded 
by a statutory restriction. In order to 
be acceptable as a remedy for a con- 
flict of interest situation, the qxialif led 
trust must meet the conditions set 
forth in i 20.735-43 which Include the 
requlrcBMnt that each new and exist- 
Inc trust be approved by the Oesisnat- 
ed Aceney Sthics Official, the SoUci- 
tor or his or her represenutlve. and 
the Director. Office of Government 



(c) Other forms of trust Employees 
who have pre-existing trusu or inher- 
ited trusts (not established by them^ 
selves) may. in rare instances and on a 
case-by-case basis, receive authoriza- 
tion from the Oesicnated Aceney 
Ethics Official to continue the trust, 
provided the employee has no control 
over its manacement or sssets. 

<d) Authority to order remedial 
action. (1) Each bureau Ethics Coun- 
selor Is authorized and shall order res- 
olution of conflict of interest situa- ^ 
tions within his or her bureau. The 
advice of the appropriate Refional So- 
licitor, the Associate Solicitor— Gener- 
al Law. the Deputy Aceney Ethics Of- 
ficial or the Oesicnated Agency Ethics 
Official may be soucht before such an 
order is issued. This authority to order 
remedial action may not be redelecat- 
ed. 

(3) The Assistant Secretary— Policy. 
Budget and Administrttlon is respon- 
sible for orderlnc resolution of conflict 
of interest situations for employees 
who file with the Director. Office of 
Administrative Services. 

(3) The Under Secretary is responsi- 
ble for orderinc resolution of conflict 
of interest situations for employees 
who file with the Under Secretary or 
the Designated Agency Sthics Official. 
The Secretary shall order resolution 
of conflict of Inurest situaUons involv- 
ing the Under Secretary. 

(e) XMsei^iinofir action. An employee 
who fails to comply with an order for 
remedial action is considered to be in 
violation of these reguUtions and 
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shall besubjeet to disciplinary action. 
iS provided by | 20.73S-4. 

9 20.735-42 Qualifitd tniiU. 

(a,) Dt/initiona. (1) "Qualified blind 
trust" means a trust certified as ap- 
proved by the Director, Office of Gov* 
emmenc Ethics, pursuant to S CFR 
734.405. which incl udes the provisions 
described in 5 CFR 734.403(b) and has 
an independent trustee as defined in 
i20.735-42(dXl). 

(2) "Qualified diversified trust" 
means: a. trust certified aa approved by 
the Director. Office of Gov ernment 
Ethics^ pursuant to 5 CFR 734.40S. 
whieh>haaka portfolio as described in 
I 20.735-42(e)(2}(l}. includes the provi- 
sions described in 5 CFR 734.404<e). 
and has- aiL independent trustee as de* 
rined in f 20.735-42(d)(l}. 

(3) "Excepted trust:' means a trust 
(i) which was not^ created directly by 
an employee, his or her spouse, or any 
dependent child and <ii) the holdings- 
or sourcer of income of which the em- 
ployee..his- or her spouse.^ and any de- 
pendent child have no knowledse. 

(4) "Reportinc Indivlduai" means 
any employt* vbo submits a trust in- 
strument for ioprovaL 

(5) "Interested party" means an em- 
ployeer his or her spouse; and any de- 
pendent child if Che reportinc individ- 
ual, his or her spouse, or dependent 
child hi^- a beneficial interest in the 
principal: or income ot a. qualifieduors 
excepted'trust. 

(6) "Brotcer" means, any persoicen^.^ 
gacedi-itt''' the business, of effeetincsd 
transaetioas^ in' seeuritiea for theae* 
count of othttrsrbut doo»not indud^as^ 
banlt ( 15 X7:S.C. 78e(aK4)). 

(7) "Investment adviser" means any 
person who. for compensation, en- 
gages^ in the business of advising . 
others; either dirtetly or through^ pub^ 
lications or writings; as to the value of 
securities or as to the advisability of 
investing in. purchasing, or selling se- 
curities, or who. for compensation and 
as part of a regular business, issues or 
promulgates analyses or reports con- 
cerning securities, but does not include 
a. banK or any broker, lawyer, account- 
ant, engineer or teacher whose per- 
formance of such services is solely In- 
cidental to the practice of h:s or her 
profession (IS U.S.C. 80b-2(a}<Il}). 



The United States Code contains an 
additional listing of others who do not 
meet this definition (15 U.S.C. 80b- 
2(a)(ll)(0). (C}and(F)}. 

(8) "Relative" means relative as de- 
fined in i 20.735*3 KaXS). 

(b) Gtneml iJtformation. Section 
202(f)(3) of the Ethics in Government 
Act of 1978. 92 SUt. 1841. 1845. con- 
tains, new provisions for the establish- 
ment- of qualified trusts.,. Under this 
law no employee may establish a quali- 
fied blind or diversified, trust, without 
obtaining- the approval, of the Direc- 
tor, Offlee of Government Ethics, in 
the-Offlce of Personnel Management. 
In addition, say existing blind trust es- 
tablished before October 26. 1978 
which is still being used by an employ- 
ee-must be submitted to the Director. 
Office of Government Ethics., for ap- 
provaL. The Office of Government 
Ethics rules governing the specifics for 
establishment of a qualified blind or 
diver sified trust are contained in 5 
CFR 734.401-408 and are incorporated 
here by reference. 

(c) AeatpMOe forma cf trrut^ Three 
type»:of trusts qualify as. appropriate 
fORn^of trust for purposeKof amelio- 
rating potential conflicts of interest. 
Thejrare: 

(1) Excepted trusts— which may be 
retained by any employee without the 
need to submit the trust document to 
the-Offlce of Government Ethics for 
approvals Income-derived fronr an^ ex- 
eepteditiust must; however; be report- 
edK>EktherSFi478i^' 

(21 QttaUficd«bUnd trust^vhich may 
b* esttWIihed in accordance with pro- 
visions-described In this section by any 
jsmployee: and^ 

(3) Qualified diversified' trust- 
which: may be- esubllshed;, in accord- 
ance! witht proflsiona described: in this 
section: only by employee»'appointed 
to a position by the President, by and 
with the advice and consent of the 
Senate. 

(d) Gtiunl provtetofu appHcodZe to 
qualified, blind trusta. (1) The trustee 
must be a financial Institution, an at- 
torney, a certified public accountant, a 
broker, or an investment adviser who: 

(1) Is independent of and unassociat- 
ed with any Interested party so that 
the trustee cannot be controlled or in- 
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flueneed in the administrmtlon of the 
trust by axiy lnt«rest«d party; 

(11) la not or hMs not b««n employed 
by any interested party, or any ortani- 
zatioa affiliated with any interested 
party and is not a partner ot or in* 
volved in any joint venture or other in- 
vestment with, sny interested party; 
azid 

(ill) Is not a relative of any interest- 
ed party. 

<2) Axiy iCMt transferred to the trust 
by an inurested party must be tt— of 
any restrietion wtth, respect to Its 
transfer or sale unlosasueh rescrietion 
Is expressly approved by tho Director. 
Office of aovomnwae Xtbiesr 

(3) TIM trust instnuaent that estab- 
lishes the trust shall provide that: 

(i) The tnistee In the exercise of his 
authority and discretiott to manace 
and control the assota of the trust 
shall not consult or notify any inter- 
ested party: 

(U) The trust shall not contain any 
saset the holding of which by an inter- 
ested party is prohibited by any law or 
refttlation; 

(iU) Thm tniftoo- shall preamtly 
notify tho smplnrn and tb> Olreetor. 
Offlco of Qamnmtat Sthiei, whoa 
the holdlBCi of aay parcteular aaot 
transferred to the trust by any inur- 
ested party arc disposed of or when 
the value of such holdinc is less than 
$1,000: • 

(iv) The trust tax. return shalL be 
prepared by the trusteo^or his desif- 
nee, and such return and aay inf onaa* 
ciott relatinff: thereto^ (ottiar than: the 
trust laeoBM suauaariMd la approprl« 
au catoforleo nteamur to eonpteta 
an interested party's tax rttum). shall 
not b« disclosed to aay inurested 
party: 

(V) Aa latarasted party shall net rt» 
eeivt say rtport on tht holdinfs and 
sourcos of iaeomt of the trust, except 
a report at the end of each calendar 
auarur with respect to the total cash 
value of the iaurest of the latarssted 
party la the trust or tho not iaeomt or 
loss of the trust or aay reports neces- 
sary CO enable the interested party to 
compltu an ladlvldual tax return re* 
Qulred by law or to provide the laf or^ 
mation required by fUiac requireraeats 
of the Ethics in Government Act. but 
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such report shaU not identify &ny 
asset or holding: 

(VI) Except for communications 
which solely consist of requests for "^^ 
distributions of cash or other uxispeel- 
fled assets of the trust, there shall be 
no direct or indirect eoasmauaieation 
between the trustee and aa inurested 
party wtth respect to the trust unless 
such eoauaunication Is in writing and 
unless it relates only (A) to the gener- 
al financial interest and needs of the 
interested party (including, but not 
liolted to. aa interest in maximizing 
ineoBM or long-term capital gain). (B) 
to the notification of the trustee of a 
law or regulatioa subeequently appli- 
cable to the reportizig individual 
which prohibiU the inurested party 
from holding an asset, which notifica- 
tion directt that the ssset not be held 
by the trust, pr (C) to directions to the 
trustee u sell all of an ssset initially 
placed in the trust by tn inurested 
party which ia the deurmination of 
the reporting individual creates a con- 
flict of latereat or the appeanaee 
thereof doe to the subsequeat assump- 
tloa of dttttes by the reportlag iadivtd* 
ual (but Bothiac hereia shall require ^ 
say such directioa): and 

(vU) The interested parties shall 
BuUu no effort to obtala laformation 
wtth respect to the holdings of the 
trust, including obtaining a copy of 
any trust tax return filed or any infor- 
mation relating thereto except as oth- 
erwise provided in Section 202(fX3) of 
the Ethics ia Qovemmeat Act of 1978. 
(4) The proposed trust instrument 
sad ttaa proposed tnsteo shall be ap- 
proved by the Director. Office of Gov- 
ernment Ethics. 

A$) Within thirty days of the dissolu- 
tiea of a quaUfied trust aa employee 
shall fOe wtth the Otreetor. Office of 
Goverameat Ethics through the Des- 
ignated Agency Ethics Official: 
(1) A report of such dissolution, and 
(U) A list of the asseu of the trust at 
the time of dissolution, categorized is 
to value ia aeeorduiee with S C7R 
734.304. 

Aay document fUed pursuaat to the 
requiremeau of this subparagraph 
shall be subject to the public dlKlo- 
sure requiremeau of S CFR 734.603. 
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(e) How the qualified blind trust and 
the qualified dlventf led trust differ. 

(1) Qualified blind trusu are author* 
Ized by Section 202(f)(3} of the Ethics 
in Government Act which states. 

Aa saMC plaead ia a trust br aa laurMtad 
party shaU be eeostdend a flaaadaLiatamr 
ot the repertttur tadlvtaluat for the purpoie 
of a«etiea2Qt of Title tl. Unltad Stataa 
Code« and aajr other eeaniet of laterart^stat* 
utas.or rtguiatteae^of the» P id wB i.qotem- 
OMSt. uattt iuirh tiaae as the nperttat ladl- 
vfdual Is aottfisdby the tnistoe^ that aueh 
asM^has bss n d iip osid :0f> or haaa value of 
losi'thantl.OOO.^ 

(21 Qualified divenlfled trusta are- 
auchortsed by SectioB^302(fX4)(B) of 
the Ethics in-Goiwnunent Act- which 
provides that tha« provlslona Just^ 
stated in 1 20.735-42(e)(l) do not apply 
to a trust^createdfor the benefit of aa 
employe* appointed to office by the 
Presidents by and. with the eoaaeat of 
the Seaat«»^ or to the spouse^or de> 
pendent child, of such a person, if— 

(i) Th* Director of the Office of 
Government Ethics,^ In coneutrtnce 
with the Attoraer^ OeneraL^ finds 
that-^ 

(A) Tho ^Hl^ plaeedE In: the^ trust 
consist of s^Hlidtvtntfted portfolio 
of readily markotablo seeuritiee;^: 

(B) Nono of the^asseta^conslst^of se* 
curltles of entities havtnr lufattanttal 
sctivittes in the area of the reporting 
Individual's primacy area of respoasi* 
biUtyr- 

(CT TKr trust' lattnimtnfe^ probfbtts? 
the trustee, notwithstandinr tb» pro- 
vlsions^of paaicfspli»(dX3> (UUiindr 
(lv> of thls^sectloib.ftoaEmaktnc.'paUle 
or^ tnf ora^n^ aayt I nttr i rt e d partr^f 
the sal»of aar MCttitttifr: 

(O) The trusterls clvtn~power-of at- 
toraer. notwlthstandlnc the prevtsloar 
of pancnpii?<dX3Xn of thlasecttea* . 
to prepaivrOttibohaHof anrlntetwted^ 
party the peisonat. iacontetaac returns 
aadsiaiilac returns which auy coatala 
infonaatioa relatiac- to the trust; and 

(C) Csetpc aa otherwise proflded ta 
thia parsfnphi. th*^ trust lastnimeat 
providcrthat the trust shall be sdala- 
isured ia aeeordaaee^ with requlre- 
meata of tht SthiflalB Qoverameat 
Act. aad the tnistat^ of such trust 
meets the r«qulremeata-of the Ethics 
in Govenuaeat Act; aad 



<U) The employee (other than aa in- 
dlvtduaLwho is ia such aa office at the 
Ume^ of enartment of the Ethics in 
Oovemmeat Act and has an exlstina 
trust which Is a good faith attempt to 
ereau a blind trust) hss Informed the 



his or hernenUnatlea at the ttme his 
financial dlsdoeore ■tatnneui Is fUed 
with ther^coBuaittee'Of his intention to 
comply^ with, section 203tfX4XB) of 
the SthkKtaOeveniaMBt Act. 

<f) Bnp l o ye ee w ls hlac to ^tfl*rlfth a 
qualified' trust shall seelr eouaseliag 
froar the Destgaated Afcncy Ethics 
Offleial. before- iaitlatiaf; a request to 
thorDlreetarr Offtoe-of Qovvameat 
SthlCBii^ for- approval of a qualified 
trust;: A copr of each qualified trust 
agreeanat ap p r ov ed for aa employee 
by the Director. Office of Oevemment 
Sthle» shall, br fOed with the Desig- 
nated Ageaer Ethler OffldaL No 
trusts^ other than thoer allowed by 
these regulatioas will be reeogaized as 
a reaMdy for coneetloa of a eoafUct or 
apparent eoafUet of latersst 

tim»>i4»^ Appeal netHiisa 

(a> 1V)ieii-aiid.Jhoi0 to oppeaL Aa em- 
ployee- ha» tha right td appeal aa 
order' for- remadlaL. aetloa uader 
i 20;73S:4» aad shalL hav^ 30 days 
from the data of the remedial aetioa 
order to exerdse this right before aay 
discipUaary aetloa may be iaitiated. 



under 1 3^338^4(1^ thaproeedurea^ de- 
salhed^lh 3TrDlC77t may not be used 
lBJiaaio£onB.'addttlOKto.thiBieiOfthia. 
iicttenyfgirtr appeal shall bt>mada^ in 
wrttlnr aiwfcihalt fnntaftr . 

(1) Tha basts^for appeals 
- (2)FMtsrsupportlag.thabasUraaf* 

(3) The telephoaaaumbea where ap- 
prilant'i 



(b) Wherrto appcaL.(l) Orderrfor 
remedial action issued by the Assist- 
ant Secretary^PoUey. Budget aad Ad- 
mlBlatnttoft or by a burwo. Cthiea 
OouBsalOT' nay ba appoAlid- to the 
aadar Sacretary whoea dedHoa shau 
beflaaL 

(2) Ordarr for rtmadial aetloa issued 
by the TTadar Beerttair may be ap- 
pealed to tha Secretary whose decision 
shaU.br finals 
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(e) JUvimo Board aruilyau and rte- 
ommtndaiioitM. (I) Each appeal ahaii 
\>9 eonslctercd by % lUvltfv Board eon- 
MlMttam oi a procnm Aaiistaat Seere- 
unr Mloeud by the Oesiioated 
Aceoey Sthiet Offidal, the AModAte 
SoUdtor—OcBarml Law. tad the Oiree- 
tor or Deputy Otreetor Offlee of Per- 
soaneL Airttttnt Seerecarlca may dele> 
gate authority to lerve on the Revtew 
Board to a Deputy AJristaat Secretary 
who haa> not been involved, and who 
hai aot advlMd or made a dedstea oa 
the Inue or oa the order for remedtai 



(2) The Dtitnij Aceaey Sthlee Ofn- 
dal ahaU aervt at leeretary to the 
Beard, except for cases la which he or 
tif has. previously participated. In 
such cases, the Board shall desigaau 
an employee^ who has not prtvlouily 
be«a involved with the ease to anv as 



(3) The Review Board members 
shaU: 

(1) Obtain £ram the appropriate 
ethics counselor a full statement of ae- 
tioas aad eoaiiderations which led to 
the order for raaodlal action infihirilnf 
any suppertiac doeumenutlon or files 
used hy the SMIiKCduaselor. 

(U) Obtain troB the employee all 
facts, infomatton. txhibits for deeu> 
Bints which h« or she feels should be 
considered before a final decision is 
made. 

(ill) Tfie secretary to the Board shall 
prtparr a summarr of the facta perti- 
nent to the appeaL When appropriate, 
the Board, ouy provide for penanaL 
appearance by tht appellant before 
the Board it aooMMfy to aaetrtaia tho 
drenmtranfit^ eonctratef the tppeal 
'^r may deilgnife the Board secretary 
or another employee to conduct ftir* 
ther f act fiadlncr or may do both. Fiet 
ftndtef pto caduf « shall be carried out 
by a perMttCa) who 

(A) Bas not been involved In the 
matur being appealed and 

(B) Who does not occupy a positioa 
subordlaate to any official who reeom* 
mended, advised, made a decision on. 
or who otherwise Is or was involved in, 
the matttr being appealed. 

(tv> BrtabUah a file containing all 
documents related to the appeat 
which shall be available to the appel* 
lant and his or her represenutive. 
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(V) Provide to the official who win 
decide the appeal aa advisory recom- 
mendation on the appeal. The views of 
disientinf members of the revtew 
board shall also be provided. 

(d) AMicrsnces to Ou apptUanL Each 
appellant Is assured of: 

(1) Freedom from restralat, laterfer- 
enee, eoereion. disertaUaaUon or re- 
prisal la preseatiag aa appeal. 

(3). A r ee s oa a b le aawuat of offleial 
time to pr ees a t the appeal if the em- 
ployee is otherwise ia a duty status. 

(3) The right to obtala eounsellns 
ftoA aa ethics counselor of the De- 



(4) The right to be seeompaaled. 
represented, and advised by a repre- 
seautive of his or her own ehoosinc. 
The Board may disallow the ehoiee of 
an individual as a representative if 
such r ep res e n tation would result ia a 
conflict of interest or positioa which 
would coBfliet with the priority needs 
of the Department or which would 
give rise to unreasonable eostt to the 



(e> Assumnees (o Vim appdXant** rcp> 
rssentottiML Saeh person chosen to 
rspissent an appeUant is sasored of: 

(1) ytee d o ui from restraint, interfer- 
ence, coercion, discrimination or re- 
prisal, and 

(2) A reasonable amount of official 
time to present the appeal if the rep- 
resentative is an employee of the De- 
partment and is otherwise In a duty 
status. 



pleyee tespeiisiMIHet» fHiieel end 
Otfier CendiMt 

Ww the most pert, spedal govern- 
ment employees are sobjset to the 
same conflict of Interest and employee 
conduct provisions sa regular employ- 
ees. This subpait vUl highUgbt the 
provlatoai which are of coneem to the 
spedal government employoe and will 
provide information concerning the 
filing of finaadai intertit forms by 
spodal gevtmmsat employMS. Caeh 
spedal government empioyte should 
become familiar with the standards of 
conduct in Subpart B, the prohibitions 
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In Subpart C. and the provtiioiu of 
this subpart, 

f 20.73S-51 Conflict of interest ttatutM r«< 
latlnr to apodal govtrnmont tmpior* 



(a) A spceiAl fovemment employee-' 
that Is. one who is retained, detlsnat* 
ed. appointed, or employed to perform 
temporary duties with or without com* 
pensation for not to exceed 130 days 
durlnr &ny period of 388 cooaeeutive - 
ralfndir <m9% either on a fuil-tim* or 
intermittent basis— is in fenenl sub* 
Jeet to the foUowinr major prohibt- 
tlons;uA spedaL fovemment emiitoyee- 
m^not: 

(1) Except as authorized by law. di- 
rectly or indirectly receive or solicit 
compensation for any services- ren- 
dered by the employee or another on 
behalf of another person before a gov- 
erament afftney in connection with a 
particular matter in which the United 
States is a party or has an interest, 
and in which (1) the employee has at 
any time participated personally and 
substantially or (ii) which is pendinc 
in thr Oepartmeat, except (11) is act 
appUcable wliere' tlM^ employer has- 
served less tMli^l days durinc the im- 
mediately ptirertlng period of 388 con- 
secutive days. (18 U.&C. 303) 

(3) Represent, except in the dis-^ 
charge of of fldal duties, anyone else 
before a court or Qovemment acuicy 
in a particular matter in which the 
UnitedrStates^isa^partror has«aa.in!r^> 
teres&and in whichr 

(1) He or she hasiat.any time partid- 
pated^penonalls^ andtwihsfotiallat tot, 
thr Oovemment otr* 

(ii) Which is peadtn^iathe Depart^ 
me^:. except (ii)^ Is not^ applicable 
where the employes' has. served- less . 
than 81 days durtiac the immediately 
precediBf.. period of 385- daysr (18 
U.S.a.308) 

(lli) Represent, except: in the dis- 
charte of official duties, anyone ebr 
in a particular matter in which the 
United States is a party or has aa in- 
terest and which is pendiaf^ before the 
Department unless^ he or she has 
served there no more than. 80 days 
durlnr the psst- 388 days (18 U.S.C. 
20S). The employee Is bound- by this 
restraint dsspiu the fact that the- 
matter is not one in which he or she 



has ever participated personally and 
substantially. 

The restrictions described in para- 
graphs (aX2) (1) and (ii) of this section 
apply to both paid and unpaid repre- 
sentation of another. 

(3) Participate tn his or her tovem* 
mental- capacity in any matter in 
which he or she, his or her spouse, de- 
pendent child, outside business associ- 
ate or person with whom:: he or she Is 
netotiatinf f or employment, has a fl- 
nsiwiaLintereBt. (18 U.S.C 308) 

(4) Repreaentr after his or her Gov- 
ernment employment has. ended, any 
other person (except the United 
States) before a Oovexnment acency 
or court in connection with a particu- 
lar matter involvint a spedllc party or 
parties in which the United States is a 
party or has an interest and in which 
he or she participated personally and 
suhstsntially f or the Oovemment (18 
U.S.C: 307(a)); 

(5) Represent for two yean after his 
or her Oovenmient employment has 
ended., any other person (except the 
United States) before a Oovemment 
agcaey-or court la connection, with a 
partienlac matter Invelvtar' a specific 
partror pastlev la which: the United 
States^ls a pasty or hss sarlaterest and 
which w&»«lthla.h]s or hcrofficial re- 
sponsibility duriaf the Isst year of his 
or her Qovemment service* (18 U.S.C. 
207(bKl)). This temporary restraint of 
course flves»war to the pemianent re- 
stricUoa descrt b ed i> in partgnph (sk 4 ) 
of thii.seetlon If the matter is one in 
which;:he;orshetparttrtpatidipersonal» 
Iraadisubsraintlslly 

(b) AddlttoaaL eoBlUet^olelBteresr 
prohihttiOBs applicable to spedal fov- 
emment: employeea may br^found in 
tl 30.738-31 thsouch 20.738«38<^ 

(c) Additional post-employment re- 
strietiOBr applicable to spedak fovem- 
ment employees^ may be^found in 
f 1 30.73S-«l(b) (3) and (4) and 20.735- 
81(e). 



1 38.738-8r CoMdoet prevtsieas of pertieu- 
lar Interest to special (^overmiMnt tm- 
Sioyeea. 

(a) Spedal fovemment employees 
art* subject to the same Federal sut- 
utes sad refulations relatinf.to sener- 
al standards of conduct as refular em- 
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ployees (Subpart B of these retulA' 
cioiu). 

(b) However, the fttteatioa or each 
special govenunent employee U direct* 
ed to the foUowlnc refulatiozu which 
are of particular application, and 
relate dtnctly, to the ethical conduct 
of a xpacial govemment employee: 

(1) Use of Gcvemment empioyTtunt 
A special fovenuaent employee shall 
not UM hla or her Oovemmeat em* 
ployment for a puipoa* that ig, or 
gtvea tho appearaaet of be^. moti- 
vated by the deHre for private galB for 
himatlf or another penoa. particular- 
ly oam with whom ho or ah« haa 
family, buitttcaa or ftnanrial ties. 

(2) Um cf iTixidM inA)f*nation. A spe* 
dal govemment employee shall not 
use Insldo Information obtained at a 
result of his or her Government «b* 
plojrment for prlvau gmin for himself 
or herself or aziother person either by 
direct action on his part or by counsel, 
recommendation, or suctestlon to an- 
other person, particularly one with 
whom ho or she has family, business, 
or financial tits. For tho puiqcm of 
this parmcrapH. "laaldt tBformatlen" 
means iafomsdoD oMaintd undtr 
GoverzuBtat authority which hss not 
beeem« put of tht body of public in- 
formation. 

(3) TMcMng, Ucturlna or leriting. 
Special govemment employees may 
teach, leeturt. or write in a manner 
eonststoat with 1 20.735-10. 

(4) Coercion. A spodal government 
employee shall not use his or her Gor- 
eraffleat eaiploymeBC to Influence or 
eoereti or to gtfo the appeanace of fa-, 
fluendac or ceeretac; a penon to pro- 
vide ftnanrtal • benefit to hiauelf or 
herself or aaother penoa with whom 
he or she hao fimfly, busiaess, or fl- 

(5) Oifti, mUtrtainmgnt and /avart, 
Except ss provided in f 20.735-7. a spe- 
cial government employee, while so 
employed or ia eonaeetioa with em- 
ployment, shsil not receive or solicit 
from a person havtng busiaess with 
the Department aaythint of value as a 
gift, gratuity, loaa. catertaiameat, or 
favor for himself or herself or aaother 
persoa with whom he or she has 
family, business, or flaaneisi ties. 
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1 20.735-&3 SUtemmu of 
and nnaneiml inurttu. 



«mplarm«nt 



(a) WTio ahaU flle. Each speciai sov- 
emment employee who occupies s con- 
ridential or poileymaklns excepted 
service position shall file % Standard 
Torm 278 in aeeerdanee with the pro- 
visions tn f20.73S>31. See also. 
1 20.73S.31(bK3}. In addition, each 
special govemment employee who oc- 
cupies one of the following positions 
•hall file a statem«Eit of employment 
and financial Interests as provided in 
paragraph (b) of this section: 

(1) A position of consultant or 



(2) Any oth«r special govemment 
employee position which the appoint* 
ing officer considers to be of such a 
nature or at such a level of responsibU* 
ity that the submission of a statement 
\s necessary to protect the integrity of 
the Government; 

(3) A position of advisory council 
member unless such filing is expressly 
prohibited by law; or 

(4) A position lavolvlng a temporary 
assigament or detail, as provided in 
I 20.735-30(bXS). 

(b) What end vAert to /Be Special 
government employees who are re- 
quired to submit statements of em- 
ployment and flaandal interesu pur- 
suant to paragraph (a) of this section 
shall fill out and submit to the appro- 
priate Ethics Counselor designated in 
i 20.735-30(d}. Form OZ-213. "State- 
ment of Employment and Financial 
Interests-". Thia f orm provides for the 
repMtiaf of: 

(1) AIL snployBMBt* iadudlBC em- 
ploymeat without eompensattoa; and 

(2) All flaaadal laterests. including 
any iaterest held by the spouse or de- 
pcadeat child or relative Uvtac la the 
same household of a spedal govem- 
ment employee. The spedal gevem- 
meat employee is not required to 
report any connection with, or interest 
la: 

<l) A prafoHioBal sodetr 

(U) A Charitable, rellfioua. sodal. 
frateraaL recreational public service. 
etvU, or pnUtical ortaaicasioa or a 
similar onaaiatioB not eoadueted se 
a bustaesi eaterprlie. For the purpoee 
of thia seetioa. educational and other 
tnstitutiona doiac research and devel- 
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opment or related work Involving 
crmnu of money from the eontraeu 
vith the Oovemment we deemed 
"business enterprises" snd sre re* 
qtiired Co be included In a spedsl ffOv< 
eroment employee's statement of em* 
ploymsnt and financial Interests^ 

(Ui) Boldlnss in widely held mutual 
funds. Investment elubSr^or reculsted 
InvestnMBt companies not spedailzlnff 
In a partlealar Industry. 

(ly) Saving* or deposits la^ banks;, 
credit^ unions.. U3. savlncs<'^ bonds, 
buildinr snd loan associations.' or in- 



(e) Special /tting eondUiotu.^ (1) la 
an lastanee-lnvolvlnc the proposed em^ 
plojrment of a special covemmcnt em- 
ployee- for hlchly specialized and limit- 
ed duties, the head of the bureau or 
of flea may propose to theOesifnated 
Aceney Ethics Official, a reporting of 
financial Interestt restricted to such 
interests as may be determined to be 
relevant to the duties the. special gov- 
eramrat employee is to pwform. If a 
restnetad reporting of fmandal. inter- 
esta. is approved by the. OeslgBated 
Agency- CttUei Offldal^ la advance of 
employmat. PonB^OZ-213 may bo re- 
vtaodt^to ttBocr tho nazrovtr raqulrt^ 
ment. 

(2) In an instance lavolvliif the pro- 
posed employment of aa. export, ooa- 
sultaat or advisory board member it 
may be desirable to retaia.aa individ- 
ual, who haa personal. finaaeiaL.lntee> 
esta- ia^aa^ladttscryr or-t "^•vtr- i r that. 
maiPb»aff aeted brth«ptrtonBaaeetol: 
thm ponea's offlciakduUa&.Ia suckbla-- 



itedholdiagKvflrbrftUoin^lf th^ap^ 
poiattBgs<^o<Setr^ oeitlflMi^ la- vnttagn 
thati; 

(1) No otaer equally quallfitd expert. . 
coafttltaat or member Is available, or 

(U) Tho rsasmi for preposiag.,tho 
spoeteLfevofBrngaremploymmtof the 
ladMduafc Is predtely beoaas^that la* 
dlvidual>vl]] represent the ladustrr In- 
volved as aa employee of the industry. 

(d) WHgn to /Us. The itatcmeat of 
employmoat aad flaaadal. lattnRs. 
shall, bo sttbatftted befort the fpodal 
goverameat employe* eaton oa duty. 
Prior to the reappolatmcat of a spo> 
dal goverameat employe* to ptrfom 
the saaM or dlffereat ftmcUona. with 
or without a break In servlee. a new 



statement shall be obtained State< 
menu fUed by special covernment em- 
ployees shall be reviewed, processed 
snd retained in the manner provided 
in i 20.735-30. 

(•) Speetel dt/lnitiona. For the pur- 
pose of this section., the- terms "eon- 
sultanr* end "expert" have the mean- 
ings given tbose-tarma^by Ch^ter 304 
of the Federal Penonne^ ^»"ms1. but 
do not Include: 

(1) A physldaa.. dentists or allied 
medical specialist vhosvr servtees are 
procured to provide carr and service to 



(2) A vetenaarlan whose s er vices are 
procured to provide care and service to 



Subporf G— Frohlbitioiia Aff««Hn« 
For m e r Oovom i o i if faipl«y««e 

CaeisItvatsTCzrTliis subpwt '■fntitnt » 
tummsry of tbe pQe»i«meloymeat provi- 
sions. Refer to II UAC. SOT sad S CTR Pan 
73T for detailed fuidaaee. 

l20.72S-lt 8ceiMer«ibpaitsc 

(a) Content (1) Thla subpart pre- 
sertboi^pQildea aad prooodatea^ for 
ideadArtac-oorreetlag; and preventing 
pnst-*mploynMat eoaflletr of laterest 
la coaaectioa with aa employee's or 
former employee's goverameat posi- 
tion. This subpart identifies the statu- 
tory provlsifla»goveralasrpos&employ- 
meat reeponatbUittf ai^condnct; seta. 
forth- adatfa istraU f » ■ procedurear for 
eafweemeat. of the post^emstoyaMnt 
o£> lataroMr statnuiii^ aadt de> 
lactidaak-whleh^ 
rforthalrvtoladoa;. 

(2) fltatatorr rasMctioaar oa post- 
employmeareoaduet are coacaiaed in 
18 U^C.20T. Punoaarto Tide IV of 
the Rhieala O ov e n un earAct.ef 1978. 
the^Offlee^of P e a o naefe MiaaieawBr 
(OPM >; has>pttbIlabedreffntIattoaB la 5 
CFR Part 73T goveraiag post-employ- 
ment conflict of laterest problems. 
Thla subpart mpplementa the OPM 



(b) Dtpwtmmt poHeii (1) It to the 
pellep of the OepartaMat to provide 
sMlftaiife promptly to employees and 
former employeei of the Oepanment 
who wMt. advlee oa pos^empleymeat 
restrictions aad these regalaUons. 
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This saslstaflce «ftall include loform- 
inc employees «ad fonner employees 
of Oeparemental guidelines, counsel* 
inc such employees on their paitielp»> 
tlon in specific matters while vorklnt 
for the Oepartaent. sdvlaiac the 
former employees ss to whether the 
United StAtes still has sa interest in 
the matter sad providlxxc copies of 
pertinent reculatioas «ad Oepartmea* 
tai Manual prortatona. 

(2) The DoiUnafrt Af«aey Ethics 
OflSelal ia nap o nai blo for monltoriac 
post employment eoafUet of intarest 
matsars lavolvtiic employees and 
foraar emeloyaaa. In q iit rt a a oeoeara- 
lac proeeduras la thia subpart should 
ba addressed to the Oeslcaated 
Aceney Ethlca Official. VA Depart* 
ment of the Intarior. Waahincton. 
O.C. 20240. 

I S0.73S-41 Pocti«mpleymefit reMrietions. 

(a) Dtflnitioiu. (1) "United States" 
or "Qovenuaent" means any depart* 
ment. accaey. court, court-martial, or 
any dvU. military or naval commission 
of the aaitad States, tha Dlatrlet of 
Columbia, or any ofUcar or employaa 
thereof. 

(2) ^ismp' ^liiilas aa Cxaeutive 
Oepartmast* ft 0<waf lunaat corpora* 
tltfa and an ladapaadaac eatabUsh- 
meat of th« axaomva braaeh. which 
includes aa ladapaadaat coamiaaioB. 
(iau.S.C. 6.) 

(3) "Fonner fovamment employee" 
means one who waa» but ia ao loagar. a 
Govenuaaat employMs 

(4) "Particular Oevtramaat matter 
iavolvtac a spadOe party^ maaaa-aay 
judicial, or othar pwraailinf , appUc»» 
tioa. raquaat for a natlac or othar da> 
tanaiaatiea. c oBtw ct, dalm. eoa«re> 
veny. lavaatliatloii. chant, aceuia* 
tioB. arrts% or eth«r particular autur 
iavolviac A •ptelfle party or parties la 
which tht UBttad Stataa or tha Oia^ 
trict of Coiumblft.ii a ptrty or haa a 
direct aad subataaetal iataraat. 

(5) "Saaier Emoloyta" maaaa aU Ex* 
ecutlve Levtl employaaa aad offiears 
and raeaaa aa officer or aoieleyta daa- 
ignated by tha Olractor. Office of Qev* 
emmeat Ethics, punuaat to U t7JB.C. 
307rd} to which autaaactioaa 20t (bxu) 
and (c) shaU apply (aaa S cnt 737.35). 
Thia tarm appUaa to both ratular aad 
special gpvemmaat employaaa. 



TIMa 43-#«WI< Unds: InfefUr 

(6) "Representauon" means (U 
sctinc as scent or attorney or u any 
other representaUve in sa appearance. 

(7) "Participated personaUy and sub- 
stantially" means to have partietpaced 
directly through decision, approval, 
disapproval, recommendation, the ren* 
derlnc of advlea. tavesttcatlon. or oth* 
erwtse. and laeludea the participation 
of a subordiaate whaa actually direct* 
ed by tha fonnar Oovenmaat employ- 
ea la tha matter, aad that the former 
employea's iavolveoMat must be of sic* 
niflcanca to tha matter or form a basis 
for a reaaoaabla appearaace of such 
sigaifleaaoa. A fladlac of substantial- 
ity should ba baaed act only on the 
effort devoted to the matur but on 
tha iaiportaaca of ttut effort. 

(b) Sub»tantiv9 proiHsioiu. (.1) Satie 
pnumtion of 2$ U^a zonal No 
panoa after hia or her Government 
employment haa ceaaed. shaU (i) 
kaowtacly act aa agaat or attorney for. 
or otherwise represent, aziy other 
penoa (except the United States) in 
aay formal or lafoimal appearaace. 
before, or (U) wttb the lateat to laflu- 
eace, make aasr oral or wmtea com- 
TTwnlfatlon oa botaakf of aay other 
persMi (except the Uatted Stataa) to 
(A) the Ualted Stataa, (B> ia caaaee* 
tioa wttli aay ^rtJeular Oovemment 
matter tavolvlBf a spedjQc party or 
partiea (C) la which matur he or she 
participated persoaaUy and substan* 
tlally aa a Govenuaeat employee. 

(2) autic preMtUicn of It U.S.C. 
2tf7(bXil No penoa, wtthlir two yean 
after hia or her employtBeat by the 
united. Stateos ha». ceaaed; shall (i) 
kaowiBfty act aa aceat or attocney for. 
or othervtaow ripreMoi. aay other 

' persoB (except the Ualted States) in 
aay formal or taformal appearance 
befete. or (U) wtth the lateat to influ* 
cace. make aay oral or wrlttea eora- 
mmHratlon on behalf of aay other 
ptTMB (except the Uhtted SUtea) (A) 
to the United Statea (8) la eoaaeetion 
with aay particular Govemaient 
matter Invelvtac e tpedflc party or 
pamea (O If aueh matter waa actually 
peadlag under the employee's official 
reapoasibiUty withla a period of oae 
year prter to the termination of such 
reapoBilbUity. 

(3) Joate praMMMen of It U.XC 
207tbXii). No foimor Senior Itaploy- 
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ee. within two yean after his or her 
Goveniment employment has ceased, 
shall knowtnsly repreeent or aid. eoun> 
sel. advise, consult, or assist in repre- 
sentinc any other penon (except the 
United SUtes) by personal presence at 
any formsi or informal appearance 
before. (1) the United States (2) in 
connection with any particular Qov' 
emment matter involving a specific 
party or parties (3) if such matter was 
on*fi& whteh ht or sha participated 
personally and substantially. 

(4) Baaie proh^ition of 28 U,S.C. 
20ncx. For a period of one year after 
his. or ta«r Oovtramcnt employment 
h«a ceased, no former Senior Employ- 
ee (other than a special covemment 
employee- who serves for less than 
sixty days in a calendar year) shall (1) 
knowingly act as an agent or attorney 
for. or otherwise represent, anyone 
other than, the United States in any 
formal or inf onnal appearance before, 
or (U) with the intent to influence, 
make any written or oral communica- 
tion oa behalf of anyone other than 
the Ubited States to (A) the Oepart- 
mcat; or any of lu emptoyecsr (B) in 
eonaectton"Vttlk any paitleular Qov- 
enuaenr BAtter. whether or not In- 
volvlac a speetfie party, which la pend- 
ing before the Department, or In 
which it has a direct and substantial 
interest. 

(c) Exemptions. (1) Anything in 18 
U .SC; : 20T to the contnrr notwtUt^ 
•tandini? employeer-of the XT&lted- 
Statea asstgned to an Indian tribe - aa» 
authorized^ under S U^C. 3372^op2S^ 
U.S.C..4A^and:fonn«r eaa^loyeetiof the- 
United' SUtea employed by XBdlaa^ 
trlbea may act as agmti or attorneyi 
for or appear oa behalf of such tribes* 
in eonneetlon with any matter pending 
bef ort^any department; agency, court, 
or ****-*— «—***r: including' any matter^ 
In which- the United SUtes is a party 
or haa a direct and substantial inter- 
est; Provided, that each such employee 
or former employee muit advtse ia 
writing the head of the dtpartmeat. 
ageacy. court, or commiasion with 
which he or she Is dealing or appear- 
lag before oa behalf of the tribe of 
aay perMaal aad lubttaatial lavolve- 
meat he or she may have had as aa 
employee of the Ualted States ia eoa- 
neetlon with the matter Involved (2S 
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UAC. 4501(f)). Such notices should be 
sent to the Desltxiated Agency Ethics 
Official for review and fUlng. 

(2) Oth er exemptions are set forth 
In 5 CPR 737.15 and 737.17. 

I20.73V42 AdmialstntiTt •afoRtincfit 



(a) Content The procedures in this 
subsection an for the purpose of car- 
rying out the authority of the Secre- 
tary under 18 U.S.a 207(J) to enforce 
the post-employment conflict of inter- 
est provisions of 18 U.S.C. 207(a). (b) 
and(e). 

<b) InmitigaHvt proecdttrea (I) In- 
formation received in the Department 
which indicates that a former employ- 
ee haa- violated any post-employment 
provision of 18 U.S.C. 207 or any post- 
employment regulation of the depart- 
ment shall be submitted to the Inspec- 
tor General for determination as to 
whether there is reasonable cause to 
believe there has been a violation. Em- 
ployeea have a duty to report such in- 
formatloB to the laspeetor OeneraL 

(2) Allegations submitted to the In- 
spector Geaeral shall be reviewed and 
aa iaitial determiaatioa made as to 
whether such allegation warrants fur- 
ther iavettigatioa. If such aa investi- 
gation appears warranted, the Inspec- 
tor General shall: 

(1) Expeditiously inf orm the Desig- 
natedt^ Agency Ethics OflTcial. the Di- 
reetM;: Offica of QoveraaieBt Ethics, 
and. the Criaxinal Dlvtsioa; Depart- 
meat^ of Justicer aad provide them 
wttb aar coBuaeatt aad regulations 



(U) Coordfaate aay lavestigation 
-"^th the Department of Justice to 
avoid prejudicing criminal proceed- 
ings., unlesr the DepartBtentof Justice 
coauBunlcatea to the laspeetor Geaer- 
al that It does not latead to initiate 
criminal prosecution: and 

(ill) Conduct a full investigation, or 
ai appropriate, arrange aad provide 
ovenlght for Oepartmeat perMaael to 
uadertake aa lavestigitioa oa behalf 
of the laspeetor GeneraL 

(3) If the Deslgaated Agency Ethics 
Offldal determlaes, based oa the evt- 
deace gathered durlag the iavestiga- 
tioa aad other factors, that dlsclpli- 
nary action should be taken, he or she 
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shall request the Office of Reartngs 
and Appeals, which shall appoint an 
impartial and qualified hearing offl> 
cer. to initiate the action and render a 
decision. The hearlnf offleer shall be 
an individual who has not participated 
In any way in the dedston to propose 
such action. The Oesicaated Aceney 
Ethics Official, in consultation with 
the Inspector General should propose 
a penalty when he or she aslEs for dis- 
ciplinary action. 

(e) itMoing proetduna, (1) As soon 
as ho or she Is appelated, tho hearlnc 
officer shall provldo written notice to 
the former employer that the Depart* 
ment intends to iastitate a pwfltt iif nf 
under these recoiatioiis and iaiorm 
the former employee of the penalty 
belnc proposed. The notice shall also 
inform the employee that: 

(1) He or she may request a heariac. 
(a vrltlac.^ wtthla 10 dsiys after receipt 
of the notice; 

(11) If a written request from the em- 
ployee is not received by the heariac 
offleer within the stated time period, 
the rtcht to a hearlnc shall be waived: 

(Hi) If the employee waives the rifht 
to a heanac; tho heartsc officer shall 
consider riii ^gjMin aad make a deei« 
siowaad 

(tv) Tht ptftleular poiudty pr opoaed 
will be la addition to aay which the 
Justice Oepartmeat aiajr seek to 
obtain in a prosecution uader 18 V^,C 
207. 

(2) If the former employee wmivea a 
hearlaf. the heariac officer shall 
reader a deeisioa oa the basis- of evt* 
deaee preseated by the Tniperfflr Oea^ 
erml aad shaU set fortb in tb» dedsioa 
fladiaci of fact aad eoaetnilOBfr of lav. 

(3) If the former employee requests 
a heariac* the heariac officer shall 
conduct suc h heariac in aeeordaaee 
with 43 cm Fvt 1. 

(d) Appeals WithlB 30 days after re- 
ceipt of the dedsiOB of the heariac of* 
fleer, aa appeal may be fUed by the 
former employee, tht DesicBited 
Actaey Sthici Offldml or the Xaspee- 
tor General, with tht Solicitor whose 
decision shaU be final for the Depart- 
ment. If the Solicitor modifies or rt- 
verses the Initial deeisioa. he or sht 
shaU specify such fladiacs of fact aad 
conclusions of law at art different 
from those of the heariac txaaiintr. 



TIMe 40— ^ublk Land«: lnt«nor 

(e) Administrative Sanctions, d) 
The Department may in the case of 
any individual found in violation of u 
U.S.C. 207(a}. (b) or (e) or these recu-^«^ 
latlons impose any or all of the follow. 
ing sanctions: 

(1) Prohibit the individual from 
mairtng. on behalf of any other person 
(except the United States), any formal 
or tnfonaal appearan ce before, or. 
with the intent to Influence, any oral 
or wrtttea conuaualeatloa to. the Oe- 
partmeat OB say matur of business 
for a period not to exceed five years 

(11) Cancel, or cause to be cancelled. 
say eea tr a et , pennit, license, lease, or 
other business acrancnaent between 
the Department aad the iadlvidual; 

(lii) Take other approprlau discipli- 
nary or administrative action. 

(2) In additloa, the Department re- 
serves the rlcht to formally notify any 
professioaal society (e.c„ state bar as- 
sodatioa, Amerlcaa lastltute of Ceni- 
fled Public Aeeouataats, Americaa In- 
stitute of Architects) to which the in- 
dlTldnal beloaci aad toy appropriate 
federal, stut. ttrrttortaL or tribal 
actaey of aay flaal dtdsioB la which 
tht foimtr fBdtHdaal ic fouad to have "" 
vlolattd IS XJJSLC 207 or these recula- 
tioat. 

(f) Aa iadlvidual fouad to be la vio- 
lation of 18 T7.S.C. 207 or these regula- 
tions by the Departsient may seek ju- 
dicial review of tht adaiialstratlve de- 
termiaatioa la aa appropriate United 
States district court, 

Siikpwt H— UMtfrsfMir tl Statwtts 

f20.73S-7t BiUiofntliyerflBtiitn. 

^a) Tht foUowlBC lift eonsists of par- 
Ueolariy rtltvaat stattttorr provisions 
that rtlite to tttalttl aad othtr con- 
duet of ftdtrtl tmployttt, Bnployees 
must bteomt aequaiattd with these 
provisioBi: 

(1) BOuat Cooeurrtat Rttolutioa 
179, 88th Coac. 2d 8t«. 72 Stat. B12. 
tht "Codt of Sthioi for Oovtrament 
Strvlet,'* 

(2) Chapttr II of Tltlt 18. United 
Stattt Codt, rtlatlBC to brlbtry. graft. 
and eoafUeta of iattrttt. at approprl- 
au to tht tmploytt eeactratd. 
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(3) The prohibition asAlnst lobbying 
vlth &pproprlAt« funds (18 n^.C. 
191Z\ 

(4) The prohibitions ac&inst disloysi- 
ty md strlkinc (S n^.C 7311. 18 U^C. 
1918). 

(5) The prohibitions contained In 
the Freedom of Information Act 
acminst failing to disclose izif ormstion 
disclosure of which is required by that 
Act (5 TJAC M2(aX4KF) and (G)). 

(6) The prohibittons aialast (1) dls- 
closure of classified Information (18 
n.S.C 798, 50 n^a 783): (ll) disclo- 
sure of ceafldentlaL information (18 
UAC. 1905): and (111) disclosure and 
malntynanrtr of Information which is 
restricted by the Privacy Act (S UAC. 
S52a(i)(l} and (2)). 

(7) The provision relating to the ha- 
bitual use of intoxicants to excess (5 
U^.C. 7352). 

(8) The prohibition against the 
misuse of a Oovemment vehicle (31 
U^.C 638a(e». 

(9) The prohibition against the 
misuse of the fraaklnf privilege (18 
TJAC 1719). 

(10) The prohibition agtinst' the use 
of deceit in aa •samlaatlon or person- 
nel action in ooBaeetloa with Govern- 
ment employment (18 n.S.C 1917). 

(11) The prohibition aimlnst fraud or 
false statements in a Govermnent 
matter (18 U^C. 1001). 

(12) The prohibition against mutilat- 
ing or destroytnc ft public record (18 
UAC2071). 

(13) The prohibitton. against- coon- 
terfeltlnc And forflng. transportation 
requcstt ( 18 UJ8,C SOt). 

(14) Tht prohibltloaf against (i) em- 
beslement of Goverxmicnt mob^y or 
property (It n.8.C. 841): (U) faillnc to 
account for publie money (18 U.S.C. 
843): and> (111), tmboslcment of tho 
money or property of another person 
In the possession of an employee by 
reason of his employment (18 U.S.C. 
854). 

(15) The prohibition against unau- 
thorized UM of documents relating to 
claims from or by the Government ( 18 
U.S.C. 285). 

(18) The prohibition acainit political 
activities In subehapttr III of Chapur 
73 of Title 5. United SUtes Code and 
18 n.S.C. 602. 603. 608. 607. and 608. 



(171 The prohibition against an em- 
ployee acting as an agent of a foreign 
prizidpal registered under the Foreign 
Agents Registration Act (18 U.S.C. 
219). 

(18) The requirement that each em- 
ployee of the Office of Surface Mining 
Redamatlon and Enforcement or any 
other Federal employee performing 
any function or duty under the S\ir- 
face Mining Enforcement and Reeia* 
matioa Act is prohibited from having 
a direct or Indirect financial interest in 
underground or surface coal mining 
operations. 

(19) The requirement that- prohibits 
employees in the Bureau of Land 
Management from directly or indirect- 
ly purchasing or becoming interested 
tn the purchase of any of the public 
land (43 U.S.C. 11). 

(20) The requirement that prohibits 
the Director and members of the 
Bureau of Mines from (i) having any 
personal or private interest in any 
mine or the products of any mine 
under Investigation. (11) accepting em- 
ployment from any private party for 
tcnrlear^ in tho examination of any 
mine private mineral property, or (iU) 
issulnc any report as to the valuation 
or the management of any mine or 
other private mineral property (30 
n.S.C. 6). 

(21) The requirement that prohibits 
theOireeter and membenrof the Geo- 
lofioat Survey fromrhavlnr*^any per- 
lonakor private interesta in the landa 
or mlneraL wealth of the region, under 
survey? and^fronrexeeutlnr any sur- 
veyg' or esaBinations for ^vata par- 
tiaaor eorporatloaa-(43 UAC 31(a)). 

(23) The requirement that no em- 
ployee Ic Indian Affairs may have 
(other than as a lawful represenutive 
of the United Statea)^ any interest in 
hie or herowirname. or In the name 
of another person where such employ- 
ee beneflU or appears to benefit from 
such interest (1) in any contract made 
or under negotlaUon with any Indian, 
for the purchase or transporutlon or 
delivery of goods or suppUes for any 
Indian, or (U) in any purchase or sale 
of any service or real or personal prop- 
erty (or any Intereet therein) from or 
to any Indian, or (Ui) collude with any 
person in attempting to obtain any 
such interest (18 UAC. 437. as amend- 
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«d by See. I. Pub. L. 96-277. 94 SUt. 
544). 

(33) The reqt3irem«nt that bo em> 
ployM who hu authoriey to t«k«. 
direct others to taJte. recommend, or 
approve any penonnei action «hall 
with respect to such authority eniace 
In perMnael practices prohibited by 9 
UJS.C 2302. 

(b) The majority of the forecolnc 
provisiona are not dlaeuned ia depth 
in other aeetionr of these reiulatioaa. 
They are nevertheleis important pro- 
vlaions that employees should be re* 
minded of occasionally. Aceordlncly. 
the Oesimated Afcncy Cthks Ofndal 



(1) BCake current copies of the fore« 
ffoinc statutes available to each Ethics 
Counselor. 

(2) Request Ethics Counselors to 
make the copies available to employ* 
ees for review, and 

(3) Eneourace Ethics Counselors oc- 
casionally to remind employees of 
these provisions in appropriate annual 
notices or bulletins on employee eon- 
duet. 



C4f TK S«439. Dec 1. IMt. as 
rRI37e.Feb.2X.lM4I 



U4t 



Title 43--»ubH< Un^t: InteHof 

such Uttda And {rem txaeuUBc nirwyc or 
twrntnatl oM for prtvac* mrim. By 
t 20.73S-n(bX3) of th« RtfttUUona. tht 
0«paxtnMnt has tJao prohlbltatf an cm- 
ployte of the a«oiotlcal 8urv«r from 
tiavme a labituiual poraenml or prtTftu 
inurwt. direct or iBdiroet. ta aar prtvsu 
mlnlat aetlvtuot ia the Ualtad Suuo 
•seapt vhoro iportftftalTy autaortud by 
the Olroeter of CSoolosleai Survey. 

X eertify that to tho boot of my kaewiodso X 
do not have aay potMoal or private iac«r> 
oic diroet or iBdlroet. ta Ftdotml lands aa 
deflaod la | ao.73«-H(a>. 

I alae eertlly that to the boat of my kaevl- 
odce X do not bave aay nibataacial pe»oo> 
al or private iateroav diroct or ladlroot, la 
aay pitvaie mialac aettvtOia, aa deCaed la 
1 30.733-aTCa) detaf hmtnawla the Ubltad 
States oaeopt whore the Otreetor haa au* 
thortud mo to have such latoraac. 

Nets The pruvtaioas la 43 CFR 20.739-34 
aad 30.739-37 should bo road eemplotoly 
before thia itttomont ia alfaod. 

Staployoo's aaaw <typod or prtatod) 

(Slsnaturo of ompleyoo) 

<Tltle of pealtloB) 



(Date) 



Amsvoxz A-1— UUl OcotooxcAi. 
SuitwT Emtlotb CnTxyxeanoir 

I have boon glvoa a copy of Oopartment of 
Che launer lloffuatioaa tovemiac Re- 
apo aaibU ltiea? aad Coaduet of XOKPloyeoe 
(43 CFR Part 20). Z bave boon advlsod of 
cho name aad loeauoa of the Buroaa aad 
Deputy Bureau, ethics. CeuaselerK I ua- 
dentaad that I may 
eoneonis rtlated to 
coaduet; aad f laaaetal latensti with these- 
Uidivtduals. 

t eerufy X have been taf ermed wi the statu- 
tory roatrletleaa rontained la 43 U.S.Cr 
3t(a>. which, pi wvl d s s . that OBployeee of 
the Oeolofleal Surver thall have no per> 
aeaal or private iaterost tti the leads or 
mineral wealth under turvoy. aad shall 
exoeuu no survoys or txaauaauoas ior 
private parties or corponilOBS (43 CFR 
30.733-33(0X3)). 

The Oopartaoat has detormiaod that those 
rastnctions prohibit aa tmptoyoe of the 
Coolocieal Survey from havuif aay per- 
sonal or private lattrest. direct er indirect; 
in federal lands. Purthor. an employee of 
the Ooolofical Survey is prehibitod by the 
V.S. Code from havtat any personal or 
prtvato interest in the miaeral wealth of 



t. All applicable omployees of the 0JS. Oe- 
oloftcal Survoy shall eooiplote the certiflea* 
tloas oa this form. 

3. SlfBod eartlileatos shall bo scat to aad 
malnfalntd by the appropnace Ptrsoaaoi 
Office. 

2. Xf aa ompleyoo is uaablo to slcn the cor- 
tif ieau. ho or sho must submit a statement 
of faetrte the appropriate CthlerCeuasolor 
fori 



43 U.S.a 3Ua) aad 1 9.S.C 201 eentutuu 
the authority for roqueatiBf this eartif lea- 
tioa. This osrtiflcstioa must be atcoed: fail- 
ure, to do so eaa be cMiae for deaylac •^ 
pointment or for appropciau dlsdpUnsry 
action. 

This eerttflcatlen wtU be uaod to roeerd of- 
ficially the fact that you have teewlodte of. 
aad are in coapHanfe with, the res t ri ct io n s 
pertiacst to your omployBsnt. The taf or* 
aatlott certified to will be eoasidered eoaf 1- 
dentlal aad wUl form a part of the reeerds 
of the office where you fUc is such, the 
eenteatt may be routiaely aisriesirt to au- 
the rta s d Zntsffter personnel, the Office of 
Pofsenael Maaactmsnt. the Department of 
Justice and to appropriate law oaf ereemoat 
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Aprarexx A-2— UJS. DtrAKnaarf or 
TRX Iinziuoit, ItntAM AfTAZjts; Eh* 

rtortt ComncATzoK. 

I have b<«a glYcn ft copy of Department of 
the Inurtor lUculatlons fovernlnt lUspon- 
tlbUKlM and Cooduct ot fiaployMa (43 
cm Part 201. X hav* bMB advtaad of the 
nama and loeattoo of th« Oaputir or AMl«t> 
aat SUUoi CouBMlor for my offlea. I undar' 
icaiid that X aay dlaeuaa quaaaooa or con* 
eama nlatad to our rwpoBUbUlttaa. conduct 
and ffnanrtal Infwau wtth thia IndlvlduaL 

X eartlfr I Hawo baair laf omad and am In 
wwnpllanm vltli tte aUtatorr faat rt e t lo n a 
fontalnad la It XJJLC 437, aa amandadby 
Fttb. X^ M-2n. M 8tac»^S44 wtaleb prehlbiu 
anr panoo-aflBPlojrod-^laXDdlas Affaln in 
tlM Oapartmaat of tha latarlor trom havttic 
aa Intaraat or eoneam In any trada with tha 
TH<«t»fi«, ozecpt for, and on account of. tha 
United Stataa. 

X alio eartlf jr X wUl not la tha futuro ac* 
qulra any such intarait or concern In viola* 
tlen ol tha law, so long aa X am employed In 
the Department and lavelTed with Xndlan 
AXfaln. 

NoTS The prevlalona In 43 CFR 20.T3S-28 
and 20.73^29 should ba read completely 
before tbla atatameat ia tlgsed 

BBployeo's ammo (typed or prlatad) 
(Slfaaeure of amployto) 
(Titta of poaitloB} 

(Oau) 

1. All applicable employeaa ia Zadlaa Af> 
fain abalL oomplatcfctlw^eaniflcauoniwon' 
t&ls<forDB:u 

1 Slcaed cerTlftrifaaiihall be wnt to aad 
TBatnfatned.by thoappeopflato»Cthle8.Coua«^ 



■ :-= * *-^Af(rKft-'-' 



3. If aB.aaurtoyi»l» aaaU»c» hcb tho ( 
ttf tf^tT h9- Off! ahd'AMH^idBbBttF'' A stataflMBt^ 
of facta to ttw sppffoprtattBtMci Ceuaialor 
for review lad aetloar 

yuraer Acs Kones^ 

If UAC^4Sr «ad^iirJK:Ct30t eenaUtttte 
the authorttT for riquaettar^UUa eertlflea* 
uoa. This eartif leaUoa muat bo alfaed: fall* 
urc to do to caa bo eauao for deaytnc ap« 
polatmeat or for approprlau dladpUaary 
aetloa. 

Thia certlfieatlea win ba uiad to record of* 
f lelaUy the fact that you have kaowledf a of. 
aad art ia oonipUaaco wtth. the reatnetlona 
pertlBcat to your emplofBaat; The tafor* 
maUoa certified to win bo c aaaidar id eoafl* 
deatlal aad wtU fora a part of tha rtcorda 
of the office where yoo f Ua: aa aueh tha coa* 
teata may be routiaely dlaeioaad to author* 
laed Interior peraoaael. the Office of Par* 



sonael Manaceraent. the Oeoanment or 
Justice and to approprtau Uw tnforeement 
acendea. 



ArvzHOix A-3— U.S. DDAxnoirr or 
not XiRiiuoiu Bttstau or JLuis Mam* 
A on aarr ; Ciolotzs CzmzrzcATzoic 

NoxB The prevlalons tn 43 CPR 20.T3S- 
23(0X1) and 2l».73ft-34 should be read com- 
pletely before thla statement la signed. 

X havo l ee ei v od a copy of the Department 
of the Interior Refolatlana geveralnc Re* 
spon slbUltlee and Conduct of Iteploytes (43 
cm Part 20). X have beea^advlsed of the 
name and l oca t ion of tha Aaslataat Bureau 
Sthica Counselor. X understand that I may 
discuss questlona or concerns related to my 
responsibaitlea. conduct, and f laaoctal Inter- 
ests with thla IndlvlduaL 

I certify that X do not have a direct or in- 
direct In tweat lB Federal laada aa prohibit- 
ed ia 43 CFR 30.733-22(0X1) and 20.73S*34. 
X understand that an inurest in Ptdenl 
land Is iaterpreted to include stock owner- 
ship ia eeopaalea which laaaa^ Federal 
laada. leaa a a . parmita,^ coatiaeta. mineral 
rlfhta. gsaatas-rlihta. etc 

X oactUy that^I do not aow havo aad that X 
win aotaoqum aa aettvo real estau license 
durtag.tho ttmo Z am aa employee of the 
Bureau of Laad ICaaafemaat. 



(Xmployeo'a Kama Qrpad or pnatad) 
(Slgaatmo of iBB^yee) — . 

(Title of Fealtloa) 

(Dau) — ! 



Ziumicnoiia-'* 

1. All emplo ye a a' (iacludlag^ temporaries. 
reempteyedffaanttitantSi eTreptadfcappoint- 
maBt8..ete;} of tha Bureau of LaadManata* 
meat muit> eooplau- tha cartllkatleaa oa 
thla f ORB. 

3. Tour aamo^muat-bo prlatad or typed 
Ka4 a slgaatura aad dato must baoa the ap> 
propfiif a Haaa 

. 3. 8tfBadcartifleataa'8haU'boaaattoaad 
malatalaad by the Servldarr Ftraonael 
Office. 

4. If you are uaable to certify eempUaaee. 
you must submit a atatameat of faeu to the 
AMistaat Ethlea Couasalor for review and 
aetloa. 

8. If you do aot have a copy of the Depart* 
meat's reculatloaa lov emln g Responstbii* 
iUaa aad Coaduet (43 CFK Part 20). you 
may oMala a copy from your- Penooael 
Offlea. If you do aot kaow the name and lo- 
cauoa of tha Aaaiitant Bureau Cthlea Coun- 
selor, your Peraoaael Office caa provide you 
wtth the nama aad pheae aumber. 
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TitU 



ubtie lands: lnt«h«r 



PnxTACT Act Soviet 

43 CTR mT3»-22(cXl). 43 CPR 20.733-24, 
«nd S n,S.C 301- eoiuutuu cht authority 
for rtqu«unc this etntneatton. Thto etRiil* 
cation must bo stcnod: failuro to do so can 
bo cftus* <or doaylBc Appointment or for ap> 
oroprlAU disetpUnanr action. 

This ctrtUleatloa wtll bo usod to record of • 
fldaily tho fact th»t you han knovicdtt of. 
tod ar« la eoBpUsneo with, tho mtrietions 
portiaont to your employmont. Tho infor* 
mauon eortlflsd to viU bo considered eonfi* 
dential and will form a part of tho records 
of tho elfleo wtum you flic •• tueh. tho 
cpnioBtt WM9 IM reutlaoly disclosed to au* 
thofl i o d Zacorlor ponoBRol. tho Offleo of 
Penenaol Manacomoac tho Department of 
Jttstleo and to appcpprlato lav oaforeenMat 



(4f FR <3Tt. Feb. SI. IfMl 



Amarotx A>4— X7^ DvAjtTxsrr or 
TBS IifXDUoa, BtniXAO or Mxirss: £m* 

PLOTSB CXBXniCATZOR 

I have boon glToa a copy of Department of 
tho laurler Rotulatlons ffoverelaf Respcn- 
sibiliUct and Conduct of Employees (43 
CTR Part 201. I havo boon adrlsod of tho 
name and lecaUPD of tht Otputy tad Assist* 
sat Xthles Ceuasplpn; X uadontaad that X 
may diaeuM qmmOaat or eoaeams related to 
my reaponalMliyoB, ooBd uct, aad f laaadal 
tatorests with t fcasi ladiylduali. 

X eerttfy that I havt boos taf oroiod of aad 
that X am la e ampU aaet vtth prahlbltlons 
cottcaiaod la 43 CFR 30.738-3T which iXBplo- 
mencs tho statutary rastrtettoas ceatalaod 
in Title 30. U.S.C 9. X uadentaad that these 
provisions prohibit employoos of tht Bureau 
of Mlaos from havlac aay parsoaai or pri- 
vate laurestalB aay ailao or tho products of 
any oilaa uador lavastitatloa by tho 
Bureau: aeetptlac omploymtat fMm-aay 
pnvato- panr tot Mnrieop la tht txaatfaa* 
tioa of aay mlaa or prlvatp aiaaral proptr- 
tr. or iasulac aar rvoort la to tht filuatloB 
or tho aaaatamim of aay flBlat or oth« 
prtvato miaani proparty otlMT thaa as part 
of my of f Idai duOML 

Note Thd prvmioap la 49 CTR 20.T3fr>3T 
should bt raod coaplataly btfort tho state- 

mtattssKBOd. 

Iteployeo's Hamo (Typed or PrlBtod) — 
Slcaature of Cmpteyto ■ ■ ■ 
Tttio of PoalUoa 
Date 



Xjisnoenoira 

1. AU appUeahlo esployeao of tht Buroau 
of Mints shall eompltu tht etrtif leatloaa of 
this form. 

2. Sffsod ctrtifleatta shall bt maiatalatd 
lA the cfflployet's Official Ptftoaatl Foldtr. 



3. IX an •rnoioyec is unable to sifn tfte eer- 
ciflcace. he or she must jubmit a «taiemtr.t 
of facts to the tthles tpeeiaUst for rcvtev 
aad action. 

PtlTJkCT Act NOTXCK 

30 n^C. 8 and 3 UAC. 301 constitute the 
authority for requoetlnt this eertlXleatlon. 
This eerttf leatloa must be stoed: failure to 
do so oould bo eauso for deaytnc appolat- 
meat or for approprlau dlsdpuaary action. 

Thla certification wtll bo used to reeord of • 
fldaily tht fact that you have knowiedct of. 
aad art la rmnpllanm with, tht reotheUoas 
ptrtlatat to your tawltymeat. Tht iafor- 
mattoa etrttfltd to will bt coasidtred ceaf 1- 
dtatlal aad wiu form a part of tho records 
of tht tfflet whtrt you flit: as such tht eon* 
ttaca amy bt routtatly diadosed to author- 
toad aadifeon. tht Ofllet of Peraoaael Maa- 
acamtet. tht Dtpartment of Justice and to 
appropnatt lav enf oreeiBent actados. 

C49 FR «37<. Ftb. 21. I9t4] 



A-S— U.S. Dtfumaart or 
iHB iKTuaoM, Orrxes or trz Sichs- 
TAXT AMP OnaoL OxPAjmoarrAx. Or- 
rzcss; Eioplotb CaTZTxcAXxoH 

XastruetioBS aad Privacy Act Notlet oa 



X hart btts gtvta a copy of Dtpartmtat of 
tht lattrtor Refulatloas toveiolac Rtspea- 
slbUltttt aad Conduct of I&ptoyett (43 
CFR Part 201. X hart btta advised of tht 
aaoM aad location of tht Otpoty or Assist- 
sat Xthles Couaatlor for my offlet. X uader* 
staad that X may dtseuaa questions or eon* 
etms rtlattd to oiy rtspoastbUltles. eoaduet 
aad flaaadal laurtsts with this indlvtduaL 

X uadtntaad that uadtr rsfulations 
ISBtttd by tht Bteretary of tht lattrtor. the 
statutory rtstrtetloas Usttd btlov apply to 
mt and- to othtremploytts la tht Office of 
tht S tc wt ary aad othtr orgaalsattoaal eati- 
tlta ropoftlac dlrtetly to a Sterttartal-offl- 
otr who Art rt«ilrid:to flit a ftictiBtnt of 
SBi9loinBtBt aad Flaaadal Xatsnsc X etrxi* 
fy that X uadtntaad aad that X am la ca* 
pUaaet with tht foUoviBC rtstrletions 
exctpt whtrt ipsriftnlly authorlstd by tht 
OtalfBottd Actaey Sthldi Offldal: 

<ll 43 aA& 11 tad 43 0J.& 31(al which 
prevldt that etrtala amployats art prohibit- 
•d from (1) havlac t direct or mdlrect taur- 
Mt la public loads or (3) taseutiaf surveys 
or tsaauaatloaa for prtvau partlaa or oorpcK 
rmtloao <43 cm TMU-Uh 

(3) 30 UAC t, which pravtdat that am- 
ployttt art prohibitad frem-owaiat a flaan* 
dal tatontt la aay mlat or tht producuof 
aay miao uadtr tavtitlcatloa (43 CFR 
30.T3S-8T). 

(3) la 0X& 437. 10 aatadtd by 8tc l. 
Ftth. U Mi^n. M Btat. 144. which provides 



2S4 



SubtitI* A— Offic* of th« S«<r«tory of th« interior 



Pt. 20, App. A-4 



that my pcrsdn empioyect In Indl«a Af f4lni 
in the 0«pvtm«nt o< the lnt«nor 1« prohib- 
ited from havtnc aa inurcst or concern in 
any trmd* vith the IndJmns. except for. and 
on aoeeunt of. the United States (43 CFR 
20.735-2S). 

I undentaad that any penon who vlclatas 
theee previsions shall be subject to removal 
from office. 

Nor: The previsions in the lactlons dted 
should be read completely before this stat«< 
ment is sitned. 

employee's name x typed or prOieed) 
(Slflinature of employee) 
(Title of poslUon) 



stand that I oxay discuss questions or con- 
cerns related to my responsibilities, conduct, 
and ftnaadal interesu with thsee Individ- 



(Date) 



iKsnvcTzoirs 



1. All applicable employees of the Office 
of the Secretary and other onanizatlonal 
entities reportinc directly to a Secretarial 
officer shall complete the certifications on 
this form. 

2. Signed ecrtilleates shall be sent to and 
maintained by the approprtat* Ethics Coua* 
soler. 

3. XT aa employee is uaable to sica the ear- 
tlf leau. he or ate must submit a statement 
of f aeu to the appropriate Ethics Counselor 
for review and action. 

Pmyact Act Notzcs 

5 U.S.C. 301 constitutes the authority for 
requcstinc this certification. Thia eertlflca^ 
tloa must be signed: failure t» do saean: be 
cause for denylnc appetntmem or for appro^ 
priau disciplinary aettoB. 

Thla eertUleatloa wttLbe^usedit^record of* 
f lelally the fact that yeu have ksowledge of. 
and are la compllaaee «lt&*.tlM w ittlet t O Ba 
peittaent to four employmaic;;^ The laf or- 
matlea eerttfted to vUl be eoaatdend eeaft- 
deaf -i aad wUl form a pert of the reeorda 
of the office where you f Ue: as such the con* 
uata Buur be reutlaelr dleelosed^to author* 
ised Xacertor penoaaal. the Offleo of P«r* 
senael Ifaaafemeac the Ooportaent of 
Justice and to appropriate law enforcement 
agencies. 



Appovdxz A-<— MncBULS MAifAcaoorr 

Soivies EicnoYB C miri cATioH 

I have been given a copy of Doportmeat of 
the Interior Rcgulattom govemlat Respoa* 
libUities and Conduct of Employees (43 
CFR Part 20). I have beea advtaed of the 
name and location of the Bureau aad 
Deputy Bureau Eihlci Couaielork X under* 



I certify I have beea ixxformedof the recu* 
latory reetrteuons contained ta 43 CFR 
20.739-33(0X3) and 2Q.T3ft.34^ which provide 
that empleyeee^ of the Mlaerals lUns«s< 
meat Servtee shall have aodlrect-or indirect 
iaterwt ta federal laad8»» or- the mineral 
wealth of the^fedetal^laads^'^ aad shall exe* 
cute ao surveys or eusBlaacimie for prlvau 



The Departmeat hs» detenetaed that 
these rsstrtcttona prohibit aa. employee of 
the Iflaerals Maaagemeat Service from 
havlaff any pef«oasi.or private Uiterest. 
dhwcter tadlreet. la federal leads. Further. 
aa employee of the KUMnOa^lCanagement 
Servlee Is prohibited by the Department 
ftem havlag aay personal or prlvau interest 
ia the Bdaeiml wealth of such lands and 
from execttClBrcurveyr or examinations (or 
prtvate partte»oreefperatioar with or with- 
out remuaeratloa. 

I certify that to the best of my knowledge 
X do not have aay penonsJ or prlvau inur- 
set, director ladlrect, la Federal lands as de- 
flaed la 1 20.739-24(01. 



NonrThe provtsloaa ta 43 CFR 20.T3&> 
22(cX3) aad 20.73S-24 should be read com* 
pletely before this statemeat Is signed. 

(&Bployee's same (typed or priatsd)) 

(Signature of employee) 

(Title of posttloa) 



(OaU) 



XllSXKOCZXOIIS 



1. AU applleable employeee>of the Miner- 
als Maaagemeat Service shall eomplcu the 
eertlfteatioaa oa thla form. 

3. BtgBcd certificates shall be sent to and 
malatalaed by the appropAau Penmnnel 
Office. 

3. Xf aa employee is unable to sign the ear- 
tlflcato. he or she must submit a statement 
of facta to the approprtau Ethics Counselor 
for review aad actioa. 

PaxvACT Act Notzcs 

43 cm 30.735-22(0X3). 20.739-24 and S 
UJLC 101 caaMltuto the authority (or re- 
queetlaff this certlf leacioa. Thia eertif leatlon 
must be slgBed: failure to do so can be cause 
for denylag appotatmeat or for approprtau 
dladpuaary actioa. 

This certlfloaUoB wtn be used to record o(- 
fldaUy the fact that you have knowledge of. 
aad are la erwnpitanne with, the restneuons 
peftlacat to your employment. Tht inf or- 
maUoa omifted to wUl be ceaaldered eoafl- 
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EC AL EMPLOYMENT OPPORTUNITY (EEO) 

It is the poliqr of t i Bureau of Land Management to provide equal employment 
opportimity to all \ rsons by prohibiting discrimination in employment because of 
race, color, religion .lational origin, sex, age, or handicap condition. It also is 
Bureau policy to pr mote equal employment opportunity through a continuing 
affirmative employr ant program. 

The Bureau goal is a establish an environment in which female and minority 
employees are appr priately represented at all grade levels and in all job 
categories, as well i. in supervisory, managerial and executive positions. To 
achieve this goal ar : assure equal opportuiuty, the Bureau regularly monitors all 
practices and procei ures associated with &e recruitment, employment, 
development, advar ament, supervision, and treatment of all employees and 
applicants. 

The Equal Employr nt Opportimity (EEO) Office conducts or sponsors training to 
help you recognize id prevent discrimination. It also establishes employment 
policies designed to eflect agency adherence to EEO principles. Bureau 
Supervisors and Ma agers at all levels are responsible for carrying out these 
policies and for sup orting e^rts to keep you informed of your rights under the 
law. Supervisors ar 1 managers also are expected to be sensitive to EEO principles 
with respect to recr tment and personnel management decisions. They are 
expected to be fair . \d equitable in protecting the rights of employees and 
applicants, and they ire to ensure that the work environment is kept free of 
discrimination. 

The EEO Office atte pts to informally resolve concerns and insure prompt, fair 
and impartial consic ration of all discrimination complaints. If you believe you 
may have been a vi im of discrimination because of your race, sex, age, etc, you 
have 30 days (accon ng to regulation) in which to report the incident to the EEO 
office, or to an EEO Zoimseior. 

EEO Counselors are rained representatives of the EEO program. They provide 

coimseling to Bureai employees and applicants who allege employment 

discrimination. Cou selors are required to maintain confidentiality regarding 

employee discussion of an EEO nature. They can help you "sort out" your 

concerns, research ai i explain agency EEO policies and procedures, and act as 

impartial "fact findei ' when issues are raised as EEO complaints. They cannot act 

as legal representati-^ s, either for you or the agency; and tiiey are not a source for 

agency gossip. You an obtain a current list of EEO covmselors through your 

supervisor or fi-om t i EEO office located in the Alaska State Office. 
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In addition to establishing policy and handling discrimination complaints, the EEO 
office also manages five "Special Emphasis Programs" designed to promote 
increased representation of women and minorities within the Bureau work force. 
They include the Black Employment Program (BEP), the Hispanic Employment 
Program (HEP), the Alaska Native/ American Indian Program (AN/AIP), and the 
Asian-American Employment Program (AAEF). They are designed to assure that 
employment plans are responsive to your specific needs and that you know how 
to use the EEO programs and services available to you. The managers of these 
programs coordinate and present special activities and observances designed to 
increase employee awareness of the histories and cultures of the people with 
whom we work. They also act as advisors to the Management Team concerning 
minority issues effecting the agency. 

Women's needs are similarly met through the Federal Women's Program. This 
program supports efforts by the EEO Q^ce to administer the State's Equal 
Opportunity Affirmative Employment Plan as it relates to women in the work 
force. The manager of the Federal Women's Program advises the management 
team on women's issues aHecting the agency, and coordinates and presents special 
activities and observances relevant to women. 

Your supervisor or EEO staff can provide a current roster of EEO Counselors and 
special program managers. 



Contact: Supervisor 
EEO Office 



Reference ; BLM Manual 1400-713 
BLM Employee 
Handbook, p. 4 
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SAFETY IS EVERYBODY'S BUSINESS 

The safety and health of ELM employees is an enormous responsibility that must 
be shared by all of us. Supervisors are responsible for ensuring that you receive 
the training needed to perform all work in the safest way possible. Supervisors 
also must help you to develop safe work habits and attitudes. You are responsible 
for performing your duties ssifely. Also, in keeping with Bureau policy^, you are 
responsible for doing your part to provide a safe and healthful working 
environment for everyone with whom you work. You play a role in helping to 
prevent injuries and work related illnesses, to protect property from damage, and 
to provide for the safety of visitors using the land and facilities under our control. 



REPORTING ACQDENTS AND INJURIES 

For your protection, you must report to your immediate supervisor all on-the-job 
injuries within two (2) working days of tfie injury. Form CA-1, "Federal 
Employee's Notice of Traimiatic Injury" is available at the District or State Office 
for this purpose. Your supervisor must have completed a CA-16 in order to 
authorize treatment by a doctor at government expense. Your supervisor will 
investigate the accident and will assist you in filling out and processing the 
appropriate forms. 



IF YOU ARE INVOLVED IN A MOTOR VEHICLE ACQDENT 

You can assume fi-om the beginning that a tort claim will probably be filed when 
there is a motor vehicle accident involving a Government-owned, leased, or 
privately-owned vehicle if a private citizen and/or property is involved. Get 
names, addresses, license numbers, if possible take pictures of the accident scene, 
and get a signed statement from witnesses. Your District or Division Manager is 
responsible tor providing a complete, factual report so that the Bureau can be 
defended adequately against all claims. 

The forms you are required to complete are: SF-91, SF-94, and the OI-134. Your 
supervisor will complete OF-26 and SF-91A These forms are to be completed as 
soon as possible to expedite claims and give accurate information while you can 
recall it 

Contact: Supervisor 

Safety Officer, 



Employee Relations Assistant. 
Reference: BLM Manual 1112 
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HAZARDOUS MATERIALS 



Hazardous materials are all around us at home, in the office, and spilled or 
dumped on public lands. They take the form of corrosive, inflammable, reactive, 
toxic, mutagenic, teratogenic, and radioactive substances. These substances may 
appear, for example, in overhead fluorescent light fixtures (PCBs), on mining 
claims (cyanide), or in warehouses (used motor oils). 

Everyone, espedallv outdoor workers, needs to be alert for signs of inactive, 
forgotten, or aban(U>ned diunp sites which may contain hazardous wastes. Look 
for leaking substances from drums and containers, drying or dead vegetation, 
abnormal stains or discoloration of soil or water, dead or dying fish or animal life, 
irritating fumes and odors. Whatever your suspicions, DO NOT EXPLORE. The 
sites could be dangerous. 

Be especially alert for what appears to be discarded household garbage such as 
broken glass, milk jugs of liquids, 5 gallon chemical containers and plastic trash 
bags. "Hiese items may indicate an illegal drug lab disposal. THEY ARE 
EXTREMELY DANGEROUS. 

Also, be on the lookout for the "midnight dimiper." For a modest fee, this person 
takes waste from generators and dumps it in any convenient ditch, stream or field. 

It is the BLM's policy that if a substance is known or suspected to be a hazardous 
material, all employees are to stay away from it until authorization is obtained to 
enter the site. In any suspicious situation, keep a safe distance, stay up-wind, and 
out of low spots. Do not handle materials or attempt to collect samples. Report 
the incident immediately. 



Contact: Supervisor 

Hfucardous Materials Coordinator 
Safety Officer 



Reference: District Office Hazardous Materials Contingency Plan 
BLM Video entitled Close Encoimters 
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AVIATION SAFETY FOR BLM ALASKA 



Some of us fly a great deal more than others on agenqr business, utilizing a 
variety of aircraft. If you use aircraft supplied by the BLM in the performance of 
your job/ the following information pertains to you and requires your careful 
attention. 

If this should raise unanswered questions, more detailed information can be 
supplied by the Aviation Specialist or by the Office of Aircraft Services (OAS) at 
243-4330. 

ITie Office of Aircraft Services is responsible for all aviation activities for the 
Department of the Interior (DOI) agencies in Alaska necessary to support their 
mission in a safe, efficient and economical manner. OAS has adopted the Federal 
Aviation Regulations (FARs) as minimum standards. Some of the OAS 
requirements are more restrictive than those of the FAA. These more restrictive 
requirements apply to the OAS utility fleet as well as those aircraft operated by 
Air Taxi Commercial Operators when utilized by agencies in the Department of 
Interior. 

ACCIDENT PREVENTION 

The responsibility of preventing accidents rests upon each and every one of us. 
The FAA, OAS, operator, pilot, and you all have a part in making the flight you 
are about to take a safe and pleasant trip. 

OAS requires flight plans on all flights. The flight should follow the flight 
planned route. If it fails to show up on time, that is where searchers mil look 
first If it is necessary to divert from a planned route, let somebody know. 

Professional and Inddentai pilots utilized by DOI employees must be carded for 
either fixed wing or helicopter and the card must be carried at all times. (94003 
Personnel Qualifications) OPM No. 83-1. 

A passenger may refuse to fly with any pilot or in any aircraft if, in the opinion 
of the passenger, conditions exist which make the flight unsafe. (9400.51F Refusing 
Flights). 
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SOME THINGS TO ALWAYS DO 

BRIEF PILOT thoroughly before flight. If your mission will require 
extensive diversions irom. course, let the pilot know as this may extend the 
flight time considerably. 

The pilot has flight and duty hour limitations. 

Check Pilot Qualifications Card. 

Check aircraft for OAS decal data card. 

Wear clothing suitable for camping out in the worst terrain that you will be 
flying over. If the aircraft goes down, you may have to survive with what 
is on your back and in your pockets. 

Approach helicopters in a slight crouch in FULL view of the pilot. 

Insist that all cargo or baggage carried in the cabin is Hrmly secured by seat 
belts, rope, or cargo net, and that it does not obstruct access to any exit 

Insist that all occupants have a seat belt. 

Stay with the airaaft if something happens. It is much larger and easier for 
searchers to spot than you are. 

Check with the pilot to see that adequate survival gear is aboard and where 
it is located. 

Insist that the pilot brief all passengers before takeoH on use of the seat 
belts, smoking, operation of cabin doors and emergency exits, placement of 
seat backs, location and operation of Emergency Locator Transmitter (ELT) 
and survival equipment, and location and operation of fire extinguishers. 
Extended over-water op)erations should include briefing on ditching 
procedures and use of required floatation equipment. Flights above 12,000 
feet MSL require that supplemental oxygen be aboard and passengers must 
be briefed on its use. 

Inquire about enroute and destination weather. 
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In the event of an accident, incident, or observed condition or act that might 
affect the safety of your operation, the following forms should be completed: 

An aircraft accident is de&ied as an unplanned event that does 
substantial damage or causes serious injuries or death when associated 
with the operation of an aircraft (Form OAS-34A). 

An aircraft incident is an unplanned event that results in the 
deviation from standard operation procedures which has the potential 
of resulting in an accident (Form OA-34). (9430.1 Accident Reporting, 
352 DM 6.1) 

A Safety and Feedback Evaluation Report (SAFER) is a semi-formal 
way of reporting any observed condition or act that effects, or may 
effect the same operation of DOI, contractor, charter or rental aircraft, 
associated equipment or facilities. These forms should be obtained 
through OAS, 243-4330. 



Contact: Supervisor 

Safety Officer 



Reference: BLM ^fanual 1112 
BLM Manual 9430 
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WATERCRAFT SAFETY 

BLM often times uses boats to perform work or travel to and from work. In the 
cold waters of Alaska, it is imperative you are prepared to use boats. Training 
and experience are the best tools to use in traveling the ever-changing water 
conditions. 

All government-owned or government-operated boats and their operators must 
meet the requirements established by federal, state, and local law and regulation. 
Inspect rubber boats or life rafts before each trip. Discard unserviceable 
equipment Inspect and keep firefighting and lifesaving equipment in good 
condition and readily accessible at all times. Never travel alone in a boat. Do not 
permit persons to ride on parts of the boat not designed for such use. 

Provide Personal Floatation Devices (PFDs) for each person aboard and see that 
they are worn at all times. Always instruct one other person on board in handling 
the boat in case the operator becomes disabled or falls overboard. Make a "float 
plan" and leave it with someone, then let them know when you return. 



Contact: Supervisor 

Safety Officer 



Reference; BLM Manual 1112 
CFR46 
CTR41 
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Anchorage Federal Building 

& U.S. Courthouse 

222 W. 7th Ave., and 222 W. 8th Ave., 

Anchorage, Alaska 99513 








Handbook 



« 1990 _ 




INTRODUCTION 

This booklet tells you what to do in case of fire, earthquake or other emergency while 
you are at work in the Federal Buikling at 222 W. 7th Ave., and Annex G, 222 W. 8th 
Ave. This is a supplement to the Occupant Emergency Plan for the Anchorage 
Federal Buikjing and the U.S. Courthouse by summarizing procedures and instruc- 
tions. 

Operating within 41 CFR, Part 101-20.30/2, a designated official, who is the Bureau 
of Land Management's State Director, has been given the authority to manage emer- 
gencies under the Occupant Emergency Plan in the Federal Buikiing after consulta- 
tion with the Buikiing Manager from the General Services Administratnn. 

There have been indivkiuals assigned to each fkx>r and module to facilitate handling 
an emergency. These individuals are identified by cok>red hardhats. They will assist 
you and advise you in the event of an emergency. The building also has a general 
alarm system and publk: address system to assist you. A coordinator has been 
assigned to direct actions during an emergency. 




EMERGENCY INSTRUCTIONS 

GENERAL : Report any emergency to the Federal Protection Service using 
the Emergency number 5S9L or use the Emergency Alarm Box Station, 
White telephone at stairway Exits, or use the Emergency Pull Box fRed for 
fiie/BlUfi for Any QUlsr Emergency^ at the Emergency Alarm Box Station at 
stairway exits. 

Note: In all situations, the activation of the General Alarm is the signal for a 
full evacuation. Do not wait for other instructions, go to the nearest exit and 
depart the building. 

InanYcasg; 



* Do not block exits 

* Leave the building and cross the street 

* Assist visitors out of the building 




Evacuation of the building: 

In the event an evacuatbn is called, you will be notified by the public 
address system or by your supervisor, or by bells used as the general alarm. 

Evacuation Reminders: 

1 . Take personal belongings such as coats, car keys, purse, and other 
like valuables when ordered to evacuate. 

2. Walk, DO NOT RUN, when evacuating to the module exit stairway. 

3. Walk in exitways, staying in line of the evacuatton file, and use the 
handrails. Do not push. 

4. Folk)w any special directions wardens and monitors give you. 

5. Wait in personnel assembly areas for further instructions. 

6. Do not use alavators. 

7. Do not attempt to remove cars from the garage. 
If time permits: 

1 . Place exposed records in cabinets or desk drawers or spread 
covers over the records to protect them from damage. Place 
classified documents in a safe or secure k>cation. 

2. Disconnect or turn off electrical equipment. 

3. Ck>se but do not lock the door when the last person leaves the 
room: except for Bomb Threats where the doors are to be left open. 

HANDICAPPED EVACUATION : In any emergency requiring handicapped 
evacuation, the Muncipality of Anchorage Rre Department personnel will be 
present to render assistance. Handicapped personnel will not be evacuated 
on alarm malfunctions or during alarm tests. 




EVACUATION AND ASSEMBLY AREAS 

1 . Personnel evacuating via the "A' Street exit and the 7th Avenue 
Loading Dock exit will assemble in the parking areas surrounding 
the Arctic Environmental Information and Data Center Building, 707 
"A* Street, (across "A" Street from the "A" Street exit). (In the event 
of inclement weather, those evacuees inadequately clothed may 
use the interior of the building). 

2. Personnel evacuating via the 8th Avenue & "A' Street exit will 
assemble in the parking area of the Salvation Army Building on the 
NE corner of 8th Avenue and "A" Street exit). (In the event of in- 
clement weather, those evacuees inadequately clothed may use 
the interior of the building). 

3. Personnel evacuating via the 8th Avenue exit will assemble in the 
parking areas surrounding the 800 "A" Street Building (across from 
the 8th Avenue and "A* Street exit). (In the event of inclement 
weather, those evacuees inadequately cbthed may use the interior 
East and West k>bbies only of the building). 

4. Personnel evacuating via the 7th Avenue exit, the 7th Avenue & "C 
Street exit and the "C Street exit will assemble in the APCO 
parking lot between 7th Avenue and 8th Avenue and "C Street exit. 
(In the event of inclement weather, those evacuees inadequately 
ctothed will seek shelter in the Municipality of Anchorage Fire De- 
partment Administration and Police Training Office Building at 21 1 
W. 7th Avenue across 7th Avenue from the 7th Avenue exit). 

5. In the event of an evacuation due to a Bomb Threat, notice will be 
given to occupants, or an Earthquake of destructive intensity, the 
Occupant Assembly Area will be the 9th Avenue Park Strip, be- 
tween "A* and "C" Streets. (The purpose is to remove occupants 
from the effects of a bomb blast, or the danger from damaged 
facilities, and out of the way of recovery operatnns.) 

Special evacuation assembly areas have been established for Module "G". 
These locatk>ns are located in the Occupant Emergency Plan, Appendix "A". 




FIRE 



Upon discovering a fire, you should notify the Federal Protection 
Service using the Emergency Number 5997. or use the Emergency 
Alarm Box Statton, WHITE telephone at stairway Exits, by activating 
the RED PULL BOX and will activate the general alarm and start a full 
evacuation. 

Know your evacuation routes and alternate routes if an evacuation is 
ordered, and follow the directions of the floor wardens. 



ROMB THRFAT Use the EMERGENCY NUMBER 599Z to report a Bomb 
Threat. 



In the event of a Bomb Threat, evacuation will be ordered only when 
your safety is at issue. 

In the event of a Bomb Threat where no evacuation is in your best 
interest, the following message will be given over the public address 
system: 

"Please listen carefully to the following message. There has been a 
report of a BOMB THREAT in the building. We request you look 
around your immediate area for anything unusual or suspicious. If 
you see a suspicious object, DO NOT TOUCH IT. DO NOT TOUCH 
Jl. Activate the Blue Emergency Pull Box at the Emergency Alarm 
Box Station at the nearest Stairway Exit, or call extension 599 7 and 
report its location to the Control Center." "Message repeats...." 




2. In event of a Bomb Threat where total evacuation is in your best inter- 

est, the following message will be given over the public address sys- 
tems followed by the sounding of the building alarm bells: 

"Please listen carefully to the following message. There has been a 
report of a BOMB THREAT in the building. While the building is being 
searched, the designated official would like you to proceed to the 
stairways and evacuate the building through the nearest building exit, 
no NOT GO TO THF fiARARF. DO NOT USE THF Fl FVATORS 
Please use the stairways, and proceed to the nearest exit. If you see 
a suspicious object, DO NOT TOUCH IT . DO NOT TOUCH IT . 
Activate the Blue Emergencv Pull Box at the Emergency Alarm Box at 
the nearest Stairway Exit, or call extension 599 7 and report its 
location. "Message repeats....* 

If you receive a bomb threat (particularly by phone), please try to get 
as much informatbn as possible. 




FARTHQtJAKF /Natural nisastflrV 

In the event of shocks of destructive intensity, total evacuation of the building 
will be ordered when safe egress routes for you have been determined. 

For your safety: 

During the shock waves, do not attempt to leave the building, but take cover 
under desks, tables, credenzas, or in doonvays, halls, and against columns 
and inskJe walls; stay away from windows and overhead light fixtures that 
will shatter, watch out for falling material and furniture that might slide or 
topple such as filing cabinets, bookcases, and partition divkJers. 

(1 ) Remain under cover until the destructive effects have 
stopped. 

(2) Standby for directnns from Wardens, Monitors or Supervi- 
sors as to stairways safe for evacuating to the outskie. 

(a) When leaving the buikling, move away from the 
entryways, avoki stepping near or under power 
poles, electric lines, and other structures that 
could collapse. 

(b) Assemble on the 9th Avenue Park Strip between 
•A* and "C* Streets wait for further instructbns 
from authorities. 



HAJARDQLJS MATERIALS /Spill or Leak^ Use the EMERGENCY NUMBER 
5997 to report evidence of Hazardous Materials. 

Hazardous Material is any substance that is capable of posing an unreason- 
able risk to the health and life safety of the building occupants, and/or ca- 
pable of causing damage or loss to the building, its contents, and utility sys- 
tems. 

In the event a Hazardous Material has been reported, evacuation of the 
floors within the influence of the substance, or total evacuation of the 
building will be ordered if your safety is at issue. 



Tsunami fTidal Wava) : Following a local earthquake, or a more distant 
seismic event, a Tsunami can be expected. The general elevation of the 
Federal Building and U.S. Court House (FBUSCH) is around 105 feet. The 
shalbw depth of the Inlet reduces the crest of a Tsunami, ft is, therefore, 
unlikely that the FBUSCH will be inundated. However, the k>wer alevatnns 
of some of the areas of the Municipality of Anchorage may feel the impact of 
a Tsunami. 

a. In the event of a waming of a Tsunami of destructive or dangerous 
intensity, you will be urged to remain in the buildings until the 
Tsunami subsides to permft safe travel. 

b. The Municipality of Anchorage, State of Alaska, and private sector 
support services such as electrical, water, sanitary, communksa- 
tbns, natural gas system, and traff k: control can be expected to be 
interrupted. 



SEVERE WEATHER DISMISSALS 

In the event of severe weather, you may be dismissed from work, or not 
required to go to work. Leave administration for severe weather is the 
uftimate responsibility of each agency. 

Safety consideratbns for employees resufting from conditnns such as heavy 
snowfall, freezing rain, fog, high winds or any combinatbn thereof, may 
necessitate early release of on-duty empbyees. 

During normal daytime duty hours: you will be notified through your agency 
management of early dismissal procedures. 



During non-duty hours: tune to one 


of the folbwing radio or TV Statbns 


informatbn. 




RADIO 


TELEVISION 


KBYR 700 AM 


KTVA Channel 1 1 


KHAR 590 AM 


KIMO Channel 13 


KEN! 550 AM 100.5 FM 


KTUU Channel 2 


KFQD 750 AM 


KAKM Channel 7 


KYAK 650 AM 


Kl BY Channel 4 


KNIK 105.3 FM 





Please do not waste ths taxpayers money by phoning around to see If 
early dismissal will take place. You will b« notified when appropriate. 



ENEMY AHACK 

Civil Defense Signals warning of an enemy attack are sounded by sirens 
outside of the Federal Buildings, and operated by the Municipality of 
Anchorage. There are Two (2) Civil Defense Signals: 

1. THE ALERT SIGNAL: 

This is a steady siren wailing sound for three (3) to five (5) minutes 
and is intended only to ALERT individuals to listen for essential 
emergency information. 

2. The ATTACK WARNING Signal: 

This is a wavering siren wail or a series of short siren wails 
for three (3) to five (5) minutes and means that an actual 
attack against Anchorage, Alaska has been detected. 

NOTE : You will be notified of action to be taken through the public 

address system by surthorities. 



QUESTIONS TO ASK: 

1 . When is the bomb going to explode? 

2. Where is it right now? 

3. What does it lool( like? 

4. What kind of bomb is it? 

5. What will cause it to explode? 

6. Did you place the bomb? 

7. Why? 

8. What is your address? 

9. What is your name? 

EXACT WORDING OF THE THREAT: 



Background sounds: 



Caller's voice (calm, excited, etc.): 



Age: Length of call: 

Number at which call is received: 



Time: 



Date: 



BOMB THREAT 



:fe'" ^1 United States Department of the Interior maS?, 




BUREAU OF LAND MANAGEMENT 

ALASKA STATE OFHCE 

222 W. 7th Avenue. #13 

ANCHORAGE, ALASKA 99513-7599 
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October 27, 1989 



Infonnation Bulletin No. AK 90-17 

To: All State Office Employees 

From: State Director 

Subject: Emergency Procedures In the Federal Building 

Last year all the state office employees should have received the Emergency 
Handbook which provides detailed instructions on what to do in the event of an 
emergency in the Federal Building. If you do not have a copy of the handbook, 
there will be copies available by the end of October. 7ou can pick one up 
from the Branch of Human Resources (971). 

BLM is the lead agency for handling emergencies within the Federal Building. 
In the event of an emergency the State Director is the designated official in 
charge. 

Enclosed are the names of the module wardens for the floors. These people 
will be recognized by "yellow" hardhats during an actual or drill emergency. 
Please follow their instructions. 

In the event of an emergency in the building there is a plan which outlines 
the response; it is called the "Occupant Emergency Plan" for the Federal 
Building. Within the plan there is an organization which will administer the 
emergency. The following are ezerpts from the organization: 

1. Coordinator: An assistant to the designated official who implements 
the overall plan and manages emergency actions from the control 
center. 

2. Firefighting and Evacuation Officer: Supervises and expedites the 
planned and controlled evacuation from the first floor elevator lobby. 
Module "E". 

3. Rescue Officer: Responsible for developing a rescue team directing 
rescue operations during emergencies. 



Public Lands USA: Use, Share, Appreciate 
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4. Utilization and Daaiage Control Officer: Controls building utilities 
during emergencies and directs damage control operations during 
emergencies . 

5. First Aid Officer: Responsible for training and equipping all 
personnel assigned to perform first aid services in an emergency. 

6. Bomb Search and Recon Officer: Responsible for training supervisory 
personnel in the techniques of making preliminary reconnaisance of 
their work areas in the event of a bomb threat. 

7. Federal Protective Service: Responsible for providing protective 
guidance, enforcement, and security services to ensure the life safety 
of building occupants, and maintains the integrity of Federal property. 

8. Floor Wardens: Assure total occupant evacuation from their floor in an 
emergency. 

9. Module Wardens: Appoint hallway, stairway, and handicapped monitors 
and assure total occupant evacuation from their module in an emergency. 

There is also a 10 minute video available to you titled "Do you know what to 
do in a workplace emergency 7". AH employees are encouraged to view the 
video. It is available from our Safety Office in the Branch of Human 
Resources . 



Francis D. Eickbush 

DSD for Support Services 



1 Attachment 

1 - Names of Module Monitors list (2 pp) 




THE SECRETARY OF THE INTERIOR 
WASHINGTON 



July 11, 1989 



Memorandum 

To: All Qiployees 

Fran: Secretary 



I Httdth Pnsqram for the Depeu 



Subject: Seifet/ and Hulth Pnsgram for the Department of the 
Interior 

I share a ocranitment with eill levels of Department management to provide 
for the ScUfety and well-being of our enployees and the public we serve; to 
provide a seif e and healthful work environment for our enployees and 
enployees of cancessioners and contractors; and to protect all FedercLL 
prcperty under D^artment control frcm loss or damage. 

Ihe D^jartment's Safety and Heedth Program is an integral part of all 
D^iartment operations. We nust continually work tcward strengthening and 
inproving this pi uj iam - a p r ogr a m that will help make the workplace scif er 
and enable us to be effective steMards of the Department's most vadxiable 
resources - its enployees, visitors, and lands. 

I will hold all Department managers and si:$)ervisors accountable for 
vigorous inplementation and management of the safety and heeiLth p r ogr am . 
Each agency shall ensure that appropriate financial, perscsmel and other 
resources are allocated to effectively inplement and administer the 
agency's safety and health program. I also expect all enployees of the 
D^jartment to xase work practices v*iich will protect the safety and heedth 
of themselves, their, fellcx/ workers, and the public who visit and use 
D^iartment lands and facilities. 

cur gocil is to strengthen the Department's accident prevention pr ogra m s and 
to reduce accidents, injuries, illnesses and property damage. As 
individuals, we are eilready making a difference. Working together, there 
is no limit to what we may acccnplish. 
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WORK HOURS, LEAVE, AND THE UKE 



Tour of Duty 



The Bureau of Land Management has authorized the use of six alternate work 
schedules. Field going crews may participate in two variations - a Compressed 
Work Schedule (CWS) of 5/4 nine's or 4 ten's. Non-field going employees may 
participate in any of the six schedules with the approval of their supervisor. 

HoUday Pay 

You will receive holiday pay for work scheduled and performed on any designated 
Federal holiday. Work on a holiday must be approved in the same manner as 
overtime. 

Overtime 

You are eligible for overtime pay when overtime is ordered and worked. 
Overtime must be ordered and approved by your supervisor in advance of the 
work being performed. 

Questions frequently arise regarding overtime under the Fair Labor Standard Act 
(FLSA). If you have doubt as to whether you are exempt or not covered by FLSA, 
check Block 10 in your most recent personnel action. If you do not understand 
why you are in the status you are, believe it to be incorrect, do not understand 
what it means, or have any other FLSA-related questions, contact the Branch of 
Himian Resource Management, Qassification Section. 

Overtime for Travel 

If you are an FLSA exempt employee you are generally not eligible for overtime 
when in travel status. If you are FLSA non-exempt you probably are eligible if 
any of the following apply: 

1} All travel is accomplished on the same work day. 

2) Your travel is on a non-work day between normal established work 
hours. 

3) You are the driver, pilot, etc., of the vehicle. 

Each case varies and the rules must be applied to each one. If you have any 
questions, contact the Division of Support Services, Branch of Field and Office 
Services before traveling. 
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Compensatory Time 

Generally known as "Comp-Ume", compensatory time must be approved and 
earned in the same manner as overtime. In most cases, employees may choose to 
earn overtime or "comp-time." FLSA exempt employees, however, can be ordered 
to work "comp-time." There are circumstances where a FLSA non-exempt 
employee cannot elect "comp-time." You are advised to check with the Staffing 
Se<^on, Branch of Human Resource Management, if you are unsure. 



Annual Leave 

If you have been hired for longer than ninety (90) days you will earn 4, 6, or 8 
hours of annual leave per pay period, depending on your length of Federal 
service. All annual leave requires approval &om your immediate supervisor. 
Annual leave can be used in increments of as little as 15 minutes, for any personal 
reason. Only 240 hours may be carried over from one leave year to the next. 
When you leave the Federal Service, you are paid for any accumulated annual 
leave balance in a lump-sum. 

Sick Leave 

You earn four (4) hours of sick leave per pay period regardless of length of 
service. It can be used for any personal illness or medical or dental treatment; it 
cannot be used for providing care to a family member. Unlike annual leave, there 
is no maximum accumulation. Sick leave in excess of three (3) consecutive days 
requires a signed medical excuse. Civil Service Retirement System (CSRS) and 
CSRS O^et employees accumulative unused sick leave adds to the length of 
service upon retirement. Federal Employees Retu-ement System (FERS) employees, 
however, are not eligible to cazry over accumulative imused sick leave at the time 
of retirement If you leave the Federal Service with a sick leave balance, it is 
reinstated if you are re-hired within three (3) years. 

Leave Without Pay (LWOP) 

This is approved leave that is impaid. A supervisor may grant it if you do not 
have any leave saved and request time away from work. 
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Maternity/Paternity Leave 

There is not a leave category such as this. A supervisor can grant a combination 
of sick, annual, and leave without pay to meet an employee's need. However, sick 
leave can be granted for maternity leave only, as authorized by the attending 
physician. 

Other Leave 

There are numerous other leave categories which are seldom used. Examples are: 
military leave, court leave, administrative leave, etc. If you are called to jury duty 
or as a Government witness, you may receive a payment from the Court for the 
service, plus travel expenses. These jury or witness fees, excluding any associated 
transportation expenses, must be remitted to the Government If you have any 
questions, contact your immediate supervisor or the Employee Relations Specialist, 
Branch of Humzm Resource Management. 



Contact : Supervisor 

Employee Relations Specialist 



Reference: BLM Manuals 1400-500 and 1400-630 
Federal Personnel Manual 551 
BLM Employee Handbook, pp. 23-29 
FPM Chapter 630 
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PAY - MONEY AND OTHER MATTERS 



Rate of Pay 

Your rate of pay is determined by the classification of assigned duties. If you are 
a temporary employee you probably will be paid at the Hrst step of the grade in 
which you were hired. If you have previously held a permanent appointment 
with the Federal Government, you may be eligible for highest previous rate of pay. 
Contact the Branch of Human Resource Management sta&ng section or your 
immediate supervisor if you have any questions. 

Payroll and Payday 

You will be paid every two weeks, based on weekly time-sheet documentation. 
Your supervisor or time clerk will show you how to properly complete your time 
sheet 

Normal paydays are every other Thursday. Salary checks may arrive on the 
Wednesday before, or as late as Monday following the payday. However, the vast 
majority of pay checks are received on time. If you have not received a pay check 
by Monday evening following payday, you will need to contact the Staffing 
Section, Branch of Hiunan Resource Management If you receive a pay check 
after reporting it late, you must advise the Staffing Section to avoid a duplicate 
check. If the original and duplicate checks are both received, contact the Staffing 
Section for assistance. 

In the event your entrance on duty date is in the middle of a pay period, you 
may not receive your first pay check for up to five (5) weeks. That first pay 
check would then include three weeks of pay. 

Direct Deposit 

You are encouraged to receive your checks through direct deposit to a financial 
institution. There are several advantages both to the Government and to you. 
Some banking institutions will grant interest-bearing free checking accotmts or 
other valuable services if you direct deposit with them. Shop aroimd to see what 
is available. The "Direct Deposit Sign-up Form," (SF-1199A) can be obtained from 
the Branch of Hujnan Resource Management 
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Savings Allotments 

You may find it beneficial to make savings allotments to credit unions, banks, 
IRAs, or other finandai institutions. You may also use a savings allotment to pay 
off a car or personed loan. Savings allotments are made on the "Direct E)eposit 
Sign-up Form" (SF-1199A). 



US Savings Bonds are an excellent way to save money each month as part of your 
regular savings program. You are invited to purchase bonds through ^e payroll 
d^uction plan. It is recommended that you check all bonds when received to see 
that they are issued as authorized and that denomination and inscription data are 
correct Your Staffing Assistant will help you complete the Savings Bond 
Authorization (SF-1192). 



Spedai Note for Merit Pay (PMRS) Employees; 

If you are covered by the Performance Management Recognition System (PMRS)/ 
you are generally entitled to merit increases and PMRS Awards in addition to 
comparability increases. The Service Center in Denver determines the amount of 
merit inaeases for General Merit or GM employees. These increases are similar to 
within-grade inaeases for GS & WG employees, and are usually effective the first 
full pay period of each fiscal year. 

PMRS awards are determined by the amount of money in the Bureau's merit pay 
pool and the employees' performance rating through June 30th each year. These 
increases are usually effective the second or third quarter of each fiscal year. 



Contact; Staffing Section, Branch of Human Resources 



Reference ; BLM Manual 1400-511 
BLM Manual 1400-531 
BLM Employee Handbook, pp. 9-13 
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REnREMENT 



There are two different retirement systems for Federal employees. They are the 
Civil Service Retirement System (CSRS) and the Federal Employees Retirement 
System (FERS). New Federal employees first paid into Sodal Security beginning 
Janiiary 1, 1984, and FERS was officially unplemented on January 1, 1987. The 
following information and comparison of CSRS and FERS will answer most of 
your basic questions. If you need further information, call the Branch of Human 
Resource Management, Employee Relations Specialist 

1) FERS ; Newer Federal employees under Social Security were generally 
hired into a permanent position on/after January 1, 1984, were 
generally automatically covered under FERS on January 1, 1987, with 
less than 5 years of creditable Federal civilian service through 
December 31, 1986. FERS is a three-tiered retirement plan. The three 
components of FERS are 1) Social Security, 2} the Basic Benefit Plan, 
and 3) the Thrift Savings Plan (TSP). FERS employees pay full Social 
Security taxes (7.65% including Medicare) and a small contribution to 
the Basic Benefit Plan (.80%). In addition this agency puts an amount 
equal to 1% of your base pay each pay p>eriod into your TSP accoimt, 
even if you do not contribute. If you do contribute, the amoimt of 
your contributions are tax-deferred. You can contribute up to 10% of 
your base pay with the agency matching it up to 5%. Employees 
under FERS are encouraged to contribute as much as they can afford. 
Contributing up to 5% \^^ allow the agency to contribute the 
maximum 5%. Eligibility for a FERS retirement depends upon your 
length of service and Minimum Retirement Age (MRA). Your MRA 
changes for those bom after 1947. Your Basic Benefit formula is 
generally calculated by taking 1% of your highest average salary (for 
three consecutive years) times your total years of creditable service. 

2) CSRS; Employees are covered imder CSRS if employed in a 
continuous position prlOT to January 1, 1984, or if after that date, they 
are reinstated into the permanent Federal workforce with a break in 
service of less than one year. The employee's contribution is 7% of 
the base salary plus 1.45% for medicare deductions. CSRS employees 
may volimtarily contribute up to 5% of their base salary into tiie TSP 
accoimt with no government match. The amount of annuity upon 
eligibility is approximately 36% of a CSRS annuity with 20 years of 
service, 46% with 25 years of service, 56% with 30 years, 66% with 35 
years, etc As with both retirement systems, the amount of annuity is 
based on your age, length of service, and your highest average salary 
(for three consecutive years). You will have a one-time opportimity 
to choose between remaining imder or joining the newer FERS during 
the first six months following reinstatement. 
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2A) CSRS Offeefc This smaller group of employees are reinstated 
into the Federal workforce in a permanent position with a 
break in service of one or more years. These employees who 
were reinstated on/after January 1, 1987, with 5 or more years 
of Federal civilian service of which some of the prior service 
was under CSRS. CSKS Offset employees are covered by CSRS 
(currently .80%) and Social Security (currently 7.65%) which 
includes medicare. CSRS Offset employees should consider 
themselves imder the CSRS for eligibility and computation of 
the annuity amount However, the annuity amoimt does 
reduce at age 62 when retirees become first eligible for a Sodal 
Security benefit The amoimt of the reduction will be the 
amount of the Sodal Security benefit attributable to your 
Federal service on/after January 1, 1987, that was covered by 
both CSRS and Sodal Security. CSRS Offset employees have a 
one-time opportunity to cho ose between remaining under CSRS 
Offset or joining the newer FERS during the first six months 
following reinstatement CSRS Offeet employees may 
voluntarily contribute up to 5% of their base salary into the 
Thrift Savings Plan account with no government match. 
Eligibility requirements for retirement are the same as those 
under CSRS. 

Note: Much of the above information does not apply to firefighters and law 
enforcement officers if their positions are approved as a Special 
Covered Retirement New employees shoidd contact the Employee 
Relations Specialist regarding questions concerning this group of 
employees. 



Contact Employee Relations Spedalist 



Reference; FFM Supplement 830-1 

BLM Employee Handbook, pp. 15-18 
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OTHER RETIREMENT CONSIDERATIONS: 



Alternative Form of Annuity (AFA) : 

If you plan to retire upon reaching the age eligibility requirements imder 
either tiie Federal Employees Retirement System (FERS) or Civil Service 
Retirement System (CSRS), you will be eligible at that time to elect an 
alternative form of annuity (AFA). Under this election, your aggregate 
contributions are refunded at the time of retirement and a reduced life 
annuity is payable. Your election of an AFA will not effect a survivor 
annuity benefit. If you are married at the time of retirement, you must 
secure a waiver from your spouse in order to elect the AFA. Currently 
retirees would get back 50% of their retirement contributions at the time of 
retirement. The remaining 50% is paid one year later plus interest. 

Deposits/Redeposits ; 

Employees in temporary positions with the Federal Government are not 
eligible to participate in either the CSRS or FERS retirement system. 
However, if you have held a temporary position at any time during your 
Federal career and were later converted or reinstated to permanent status, 
you can, if you choose, make a deposit into your retirement fund to 
compensate for the reduction you would otherwise experience relative to 
your temporary service. If you held a permanent position and received a 
refund under tiie CSRS program upon leaving, you should definitely plan to 
make a redeposit at the time of rehire. It should be noted that if you are 
under FERS there is no provision for redeposit of previously refunded FERS 
contributions upon rehire. 

Military Deposits : 

If you have prior active military service, you should contact your Employee 
Relations Specialist to find out how it wiU impact you at retirement. 

FERS: You can use Post-1956 military service to meet FERS service 
requirements for retirement only if you make the military deposit 
(payable to the agency) before retirement. You have three years from 
appointment to make the military deposit interest-free. The amount 
of a FERS military deposit is 3% of your total accumulative military 
base earnings after 1956. If you are receiving a military retirement 
(20+ years of honorable military service) you should not consider 
waiving your military retirement as it would not be to your 
advantage. 
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CSRS/CSRS Offset: Under CSRS, you are not required to make a 
post 1956 military deposit. If you elect to make the deposit, payable 
to the agency prior to retirement, your CSRS annuity will include all 
former military service until you reach age 62. At that time, OPM 
will recompute a reduced aimuity by approximately 2% of every post- 
1956 military service year that was not deposited. If you pay the 
military deposit, there will be no reduction in yoiu: CSRS aimuity, 
whether you retire at age 62 or later. The amount of CSRS military 
deposit is 7% of the total accumulative post-1956 military base 
earnings. Under CSRS you have three years from appointment to 
make the military deposit interest-free. If you are receiving a military 
retirement you may want to consider waiving it and apply your 20+ 
years of military service towards your Federal CSRS length of service. 



BLM recognizes that planning for retirement is an integral part of career/life 
plaiming. To help you plan effectively, you are encouraged to attend one of 
several pre-retirement seminars held periodically in the Federal Building 
every year. If you are a career employee (generally within ten years of 
retirement), you are eligible to attend one of these seminars. Your spouse 
also is encouraged to attend. If you meet the eligibility criteria, ask your 
supervisor about scheduling procedures. 



Retirement Facts 
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The Civil Service 
Retirement System 
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civil Service 
Retirement System 



Ihis is a non Icxhnical suinmary o( Ihc laws 
at\(l rc'giilalioiis on Iho siibjccl. II should nol 
be relied upon as a sole source of inlornuilion. 



KlHi 1 

lime riH') 



rlic itifonintion presented in this publication is a 
non-UH hnical summary of the Civil Service 
Kclirc'iiieni Sysleni (CSKS) laws and regulations. 
It sliould not be relied upon as a sole source of 
information. Actual adjudication of individual 
bentfiis is done in conformance with the specific 
|)rovlsions of the CSKS laws and regulations. 

Other titles in the Retirement Facts Series: 

2. Military Service Credit Under the Civil 
Service Retirement System 

^. Deposits and Redeposits Under the 
Civil Service Retirement System 

4. Disability Retirement Under the Civil 
Service Retirement System 

.S. Survivor Benefits Under the Civil 
Service Retirement System 

6. Early Retirement Under the Civil 
Service Retirement System 

7. Computing Retirement Benefits Under 
the Civil Service Retirement System 

8. • Credit for Unused Sick leave Under 

the Civil Service Retirement System 

4. Refunds Under the Civil Service 
Retirement System 

1 0. Voluntary Contributions Under the 
Civil Service Retirement System 

If you want information on the Federal Employees 
Retirement System (FERS), ask your employing 
office for a copy of "FERS" (Rl 90-1). 



When You May Retire 



You mny ro-tirp under the Civil Servic e 
Keliiemenl System (CSKS) at the follfmini; 
ci.i^es, ,ind re( eive an immediate annuity, 
if you have at least the amount of redcral 
service shown: 



Fype of 
Retirement 



Optional 



Discontinued 
Service 



Disability 



Minimum 
Age 



62 



60 



55 



50 



Any age* 
50* 



Any age* 
50* 



Any age 



1 



Minimum 
Service 

(Years) 



5 



20 



30 



20 



25 
20 



25 
20 



'Annuity is reduced if under nge 55 



Special 
Requirements 



None 



None 



None 



You must retire under special provisions for air 
traffic ct)ntrollers or law enforcement and 
firefighter personnel. Air traffic controllers can 
also retire at any age with 25 years of service. 

Your agency must be undergoing a major 
reorganization, reduction-in-force, or transfer of 
function as determined by the Office of 
Personnel Management. 



Your separation must be involuntary and not for 
misconduct or delinquency. 



You must be disabled for useful and efficient 
service in your current position and any other 
vacant position at the same grade or pay level 
within your commuting area and current agency 
for which you are qualified. 



How Annuities Arc Computed 

Your Iwsir anniiify is romputed on your lonj^ih of 
servke (wtiich inr ludes unust'cl sick k'<iv(> if vou 
rclire on ;in irtimerliate dniiuity) .ind "hij'Ji V 
civcrnge |>;iy. Your "high- ?" nvcrngc pny is tlir 
hit^hf'st ;iv{T.ii;p l)asi(: pny you fMuird duriin; .trty 
^ (onscculivc ye.irs of servire. CricnfMliy, youi 
h,isi(" annuity ( nnnot be more than 80 pcK cni of 
your "higfi-V average pay, liut if the amount over 
80 pericnl is dw to crediting your unused sick 
leave, it is payable. 

Your yearly basic annuity is ( Dmputed liy adding, 
(a) I V, percent of your "high-.V average pay 
times servic e up to S years, (b) 1 V,, perc eni of 
your "high -3" pay times years of .service over S 
and u[) to 10, (c) 2 percent of your "high?" p.iy 
times years of service over 10. 

Your basic annuity will be reduced if: (a) you 
retire More age .5.5 (unless you retire for 
disability or under the special provisions for law 
enforcement officers, air traffic controllers, and 
firefighters); (b) you didn't make a deposit for 
service performed prior to Octoter 1, 1982, 
during which no deductions were taken from 
your pay; or (c) you provide for a survivor 
annuitant. 

Your annuity will be increased pericxiically by 
cost-of-living increases that occur after you retire. 
Your initial cost-of-living increase will be 
prorated based on how long you have been 
retired when that cost-of-living increase is 
granted. 

Credit for Military Service 

As a general rule, military service in the Armed 
Forces of the United States is creditable for 
retirement purposes if it was active service, 
terminated under honorable conditions, and 
performed prior to your separation from civilian 



servi((^ for ictirt^iTient. Military service (x<rf()rtne(J 
on or <ifUM 1,11111, iry 1, 1957, is iioniwlly creHil.ihIr 
for S()( i.il Scciiiiiy benefits nt iige 62. Individurils 
first empluy'l bclore ()(tol)er i, 1982, have the 
option oi rilhct 1 1 • making a 7 [kmc cnt deposil for 
|)osl-l9S() inilit.Hv service, thereliy ,)voi(lin,^ a 
rediictior) in their ( SKS annuity at aije bJ, or (J) 
not inakinj; the deposit ,vm\ havinj; tfieir ■innuilies 
adjusted at ,u^e hi il they are ttien elij^ible for 
Social Security benefits. Frnployees first hired by 
the I ederal (.overnment on or after October 1 , 
1982, must make the rfepr)sit or receive no credit 
at all when they retire. 

Disability Ri'tiremcnt 

If you retire for disability, you may be guaranteed 
a minimum .innuity equal to the smaller of: (a) 
40 i^K^rcent of your "liigh-3" average |Kiy, or (b) 
the regular annuity obtained after increasing your 
service l)y the lime between your retirement and 
your fjOth birthday. This guaranteed minimum 
applies if you are under age 60 when you retire 
and your earned annuity is less than this 
minimum. 

Exception: The guaranteed minimum does not 
apply if you are receiving military retired pay 
and/or VA compensation in lieu of all or part of 
the military retired pay. However, if your earned 
annuity plus your military benefit (or 
compensation) is less than what it would have 
been under the guaranteed minimum, the annuity 
is increased to bring it up to that level. 

If You Retire Before Age 55 

if you voluntarily retire during a major 
reorganization, reduction-in-force, or transfer of 
function, or if you are involuntarily separated and 
are younger than .'S.'j, your basic annuity will be 
reduced by one-sixth of 1 (jercent for ear h full 
month you are under ,55. 



rhere is no age reduction if you retire uncJer the 
disability provision or under the spec iai 
provisions for air traffic controllers, law 
enforcement officers, and firefighters. 

If You Should Die in Service 

If you die while covered by CSKS after 1 8 months 
of civilian service, your widow(er) will get an 
annuity, provided you were married for a total of 
9 months. The 9-month requirement does not 
apply if your death is accidental or there is a 
child of the marriage. 

Generally, your widow(er) is entitled to 55 
percent of the basic annuity earned by your 
creditable service and average salary. However, 
if it will produce a higher annuity, your widow(er) 
will receive a guaranteed minimum yearly 
annuity which is 55 percent of the lesser of: (a) 
40 percent of your "high-3" average pay, or (b) 
the regular annuity obtained after increasing your 
.service by the time between your death and the 
date you would have reached age 60, with 
certain exc:eptions. 

Note: If you have a former spouse from whom 
you were divorced after May 6, 1 985, he or she 
may receive, by court order, all or a part of the 
annuity that your widow(er) would otherwise get. 

Your unmarried children will aLso be entitled to 
annuities if you die in service. Their annuities 
will continue until they reach age 18 -- or age 22 
if they remain in school. The annuity of a child 
who is incapable of self support because of a 
disability incurred before age 18, will continue 
indefinitely unless the child becomes capable of 
self support. 



Providing for Your Survivors on Retirement 

If you are ni.iirit'cl when you retire, your aniuiily 
will he refiuced lo provide a survivor anruiily for 
youi spouse (unless he or she (onse'its to n lesser 
benefitl. lo provide for a survivor annuity, vour 
annuily vvill he reduced by 2.') (xnccnt of llie first 
$?,f)()(), ()lus 10 ()er(ent of the annuity over 
$?,(■)()(). Ih(> survivor annuity will l)e 5.'i perceni 
of llie aniounl of your annuity befori' this 
reduction. Note: If you were divorc ed after May 
6, \^)H5, your former spouse may receive, liy 
court order, all or part (jf the survivor annuity that 
your current spouse would otherwise get. 

if you are not retiring for disability, and are in 
reasonably good health, you can provide a 
survivor annuity for a person who has an 
"insural)le interest" in you - such as a relative 
who is in your care, or a current S|)Ouse who 
would not otherwise get a survivor annuity 
because of a court -ordered award to a former 
spouse, lo provide this l>enefit, your annuity 
would be reduced from 1 to 40 percent 
depending on the differenc:e in your age and the 
age of the person named. This reduction would 
l)e added to any reduction required to provicfe a 
survivor annuity for a spouse or former spouse. 

If You Leave the Service 

If you leave Federal employment before you 
complete 5 years of service, you can have your 
retirement deductions returned to you. If you 
leave after completing at least 5 years of service, 
but before you are eligible for an "immediate" 
annuity, you can either have your deductions 
returned or leave the money in the retirement 
fund. If you leave your money in the fund, you 
will be entitled to a "deferred" annuity at age 62. 



Making Payments for Previous Service 

If relireinent (Icdiiclions were^ not t.iken liom your 
pay (luring ( erl.iin periods of service, you will 
nei'd lo p.iy these (leduttif)ns into tlie lelirement 
fund to receive full credit for the service. 

If you had a refund of retirement deductions fcK 
prior service, you nuisl repay this money intcj the 
retirement fund to receive credit for servic:e in 
your retirenient benefits. 

Alternative Form of Annuity 

If you are not retiring for disal)ility, and have no 
former spouse who is entitled to court-ordered 
henefits based on your service, you can choose to 
rec eive an Alternative Form of Annuity. Under 
this plan, you receive a reduced monthly benefit, 
plus a lump-sum payment equal to all your 
contributions to the retirement fund. The amount 
of reduction in your monthly benefit depends on 
you age at the time you retire, and the amount of 
your retirement contributions. Your elec tion of 
an Alternative Form of Annuity will not affect the 
potential survivor annuity payable to your spouse 
or children. However, you must have your 
spouse's consent to make this election. 

CSRS Offset Employees 

You are a "CSKS Offset" employee if you are one 
of the relatively few employees covered by CSKS 
and Social Security at the same time. You will be 
eligible to receive a CSRS annuity just as if you 
were covered by CSKS alone, except that the 
annuity payment will be reduced when you 
become eligible for Social Security benefits 
(usually at age b2). The amount of the recluc tion 
will ^J# the amount of the Social Security benefit 
attributable to your service after 1 983 that was 
covered by lx)th CSRS and Soc iai Securiiy. 




FERS 



Fedeial Employees Retizement System 
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This booklet contains highlights of the Federal Employees Retire- 
ment System (FERS). It is not meant to provide a detailed explana- 
tion of all the plan provisions. 
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Introduction 



Retirement...a time for reflectton, rest 
and enjoyment . . .a rewarding time. But, 
a rewarding retirement doesn't just 
happen. It takes careful planning. 
Knowing when you can retire and where 
you will stand financially are important 
parts of that planning process. The 
financial security you will have in the 
future depends, in part, on the plans you 
make today. 

Recognizing the importance of your 
future, the Federal government offers a 
retirement program that helps provide 
financial security for you and your family. 
You are a participant in the Federal 
Employees Retirement System 
(FERS). This is one of the most 
important benefits you receive as a 
Federal employee. 

FERS is the new Federal retirement 
system that is responsive to the changing 
times and Federal work force needs. 
Many of its features are "portable,'' so that 
if you leave Federal emptoyment, you 
may still qualify for the benefits. FERS is 
flexible; you wrill be able to dioose what is 
best for your indivkJual situatbn. And 
FERS enables you to take an active role 
in securing your future. 

This booklet highlights the main 
features of the Federal Emptoyees 
Retirement System (FERS). 



Overview 
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WhyFERS? 



The need for a new retirement 
system for Federal employees began 
witfi Public Law 98-21, whicfi provided 
that Federal employees hired after 
December 31 , 1 983 would be covered by 
Social Security. 

A second law, Public Law 98-168, 
provided for a transition perbd from 
January 1, 1984 to January 1, 1986 for 
emptoyees hired after December 31, 
1 983. During this perbd employees were 
fully covered under the Civil Service 
Retirement System (CSRS) and Social 
Security benefits. This transitton perbd 
was extended to December 31 , 1986 with 
the passage of PuWfc Law 99-335, which 
established the Federal Empbyees 
Retirement System (FERS). 

Effective Dates 

The new Federal Employees 
Retirement System became effective 
January 1, 1987. Almost all new 
employees hired after December 31, 
1 983 are automatically covered by FERS. 
Certain other Federal empbyees not 
covered by FERS have the optfon to 
transfer into FERS. 



The Components 

FERS is a three-tiered retirement 
plan. 
The three components are: 

• Social Security Benefits 

• Base Benefit Plan 

• Thrift Savings Plan 

You pay full Social Security taxes 
and a small contribution to the Basic 
Benefit Plan. In additbn, your agency 
puts an amount equal to 1 % of your basic 
pay each pay perbd into your Thrift 
Savings Plan account. You are able to 
make tax-deferred contributbns to the 
Plan and a portbn is matched by the 
government. 

The three components of FERS 
worf< together to give you a strong 
financial foundation for your retirement 
years. 



Social 

Security 

Benefits 



The first part of FERS is Serial Security. 

What is Social 
Security? 

For purposes of FERS, the term 
"Social Security" means benefit payments 
provided to workers and their dependents 
who qualify as beneficiaries under the 
Old-Age, Survivors and Disability 
Insurance (OASDI) programs of the 
Social Security Act. OASDI replaces a 
portion of earnings lost as a result of 
retirement, disability or death. It is 
designed to provide benefits that replace 
a greater percentage of earnings for 
lower-paid workers than for higher-paid 
workers. 

As an employee with FERS 
coverage, you have OASDI coverage. 
You also are covered under Social 
Security's Medicare Hospital Insurance 
program. This pays a portion of hospital 
expenses irx:urred while you are 
receiving Social Security disability 
benefits or retirement benefits at age 65 
or older. 

Social Security 
Benefits 

Social Security OASDI programs 
provide: 

• monthly benefits if you are retired and 
have reached at least age 62, and 
monthly benefits during your 
retirement for your spouse and 
dependents if they are eligtole; 

• monthly k)enefits if you become 
disabled and benefits for your spouse 
and dependents if they are eligible 




during your disabittty; 

• monthly benefits for your eligible 
survivors; 

• a lump sum benefit upon your death. 

To become eligible for benefits, you 
and your family must meet different sets 
of requirements for each type of benefit. 
An underlying condition of payment of 
most benefits is th^ you have paid Social 
Security taxes for tfie required period of 
time. 

The amount of monthly benefHs you 
receive is teased on three fundamental 
factors: 

• average earnings upon which you 
have paid Social Security taxes, which 
are adjusted over the years for 
changes in average earnings of the 
American work force; 

• family composHion (for example, 
wfiether you have a spouse or 
dependent child who may be eligible 
for benefits); 

• Consumer F*rice Index (CPI) changes 
that occur after you become entHied to 
benefits. 

Benefits are subject to individual and 
family maximums. 

Once benefits begin, ther continua- 
tion may depend upon your meeting a 
variety of conditions. For example, if you 
have earnings that exceed specMied 
amounts while you are under ^e 70, 
your Social Security benefits win be 
reduced or stopped. There are no 
special Social Security rules for FERS 
participants, including those who transfer 
to FERS. 



/^ 



Social Security Taxes 

Most of the cost of Social Security is 
paid for ttirougfi payroH taxes. Each year 
you pay a percerrtage of your sataty up to 
a specified earnings amount, called the 
maximum taxable wage base. The 
Federal government, as your employer, 
pays an equal amount. 

The maximum taxable wage base is 
$48,000 ki 1969. It increases automati- 
caBy each year based on the yearly rise 
in average earnings d the American worf< 
force. 

The Social Security tax covers both 
the OASDI and Medicare Hospital 
Insurance programs. The Medicare 
portion you and your agency each pay is 
1.45% up to the maximum taxable wage 
base. No increases are scheduled in the 
Medicare portion of the Social Security 
tax. 

The percerrtages you each pay for 
OASDI coverage are as follows: 



1986 and 1987 


5.70% 


1988 and 1989 


6.06% 


After 1989 


6.20% 



Basic # • 



The second part of FERS is the Basic 
Benefit plan. 

Eligibility 

Participation 

If you were automaticaHy covered by 
FERS, or you elected to transfer from the 
CSRS to FERS, you will participate in the 
Basic Benefit plan. 

Vesting 

To be vested, i.e., eligible to receive 
your retiremerrt benefits from the Basic 
Benefit Plan, even if you leave Federal 
service before retiring, you must have at 
least five years of creditable civilian 
sen/ice. Sun/ivor and disability benefits 
are available after 18 months of service. 

Creditable Service 

Creditable service generally includes: 

• Federal civilian service for which 
contributions have been made or 
deposited. 

• Military service, subject to a deposit 
requirement. To receive aedit for 
post-1956 military service, you must 
deposit 3% of your military base pay. 
Interest begins two years after you are 
hired, or January 1, 1989, wf^hever 
is later. With certain exceptions, you 
cannot receive credit for military 
service if you are receiving military 
retired pay. 

• Leaves of absence for performing 
military service or while receiving 
workers' oompensatbn. 



Unused sick leave is not converted 
into creditable service for any purpose. 
(There is a limited exception for CSRS 
employees who transfer to FERS.) 

Credit is not altowed for civilian 
service after 1988 when no contributions 
were withheld. 

Contributions 

Your contribution to the Basic 
Benefit Plan is the difference between 7% 
of your basic pay and Social Security's 
OASDI tax rate as shown below: 



YEAR 

1987 

1988-89 

After 1989 

Refunds 



YOURCONTHIBUnON 

1.30% 
0.94% 
080% 



withdraw your FERS 
you leave Federal 



You may 
contributions if 
employment. However, if you do, you wW 
not be eligible to receive benefits based 
on sen/ice covered by the refund. There 
Is no provision In the law for the 
redeposit of FERS contributions thtrt 
have been refunded. 
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Retirement Options 

There are three categories of 
retirement benefits in the Basic Benefit 
Plan: 

• Immediate 

• Early 

• Deferred 

EKgtoility is determined by your age 
and number of years of creditable 
s&vice. 

In some cases, you must have 
reached the IMinimum Retirement Age 
(MRA) to receive retirement benefits. 
The following chart straws the MRA. 



Minimum Retirement Age 


If you were born 


Your MRA is 


Before 1948 


55 


In 1948 


55 and 2 nronths 


In 1949 


55 and 4 months 


In 1950 


55 and 6 months 


In 1951 


55 and 8 months 


In 1952 


55 and 1 months 


In 1953 through 1964 56 


In 1965 


56 and 2 months 


In 1966 


56 and 4 months 


In 1967 


56 and 6 months 


In 1968 


56 and 8 months 


In 1969 


56 and 10 months 


In 1970 and after 


57 



■ Reduced benetil menns if you retim at Ihe MRA with 
at leas! 10 but loss than 30 years of service, your 
tjenefit will be reduced at the rate of 5"'., a year for each 
year you ae under age 6?. unle,'=s you have 20 years 
of service and your annuity bogins nl age 60 or later. 



Immediate 

If you meet one of the folbwing sets 
of age and service requirements, you are 
entitled to an immediate retirement 
tienefit. 
AGE YEARS OF SERVICE 

62 5 

60 20 

MRA 30 

MRA 10* 

•(reduced benefit) 

Early 

The early retirement benefit is 
availat)le in certain involuntary separatbn 
cases and in cases of voluntary separa- 
tions during a ms^r reorganizatton or 
reduction in force. To be eligible, you 
must meet the following requirements: 
AGE YEARS OF SERVICE 



50 
Any Age 

Deferred 



20 
25 



If you leave Federal sen/ice before 
you meet the age and service require- 
ments for an immediate retirement 
Ijenefit, you may be eligible for deferred 
retirement Ijenefits. To be eligible, you 
must have completed at least five years 
of CTeditable civilian service. You may 
receive benefits when you reach one of 
the folbwing ages: 
AGE YEARS OF SERVICE 



62 


5 


60 


20 


MRA 


30 


MRA 


10' 




"(reduced beri'^fit) 
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Benefit Formula 

How your benefit is 
calculated 

Your benefit is based on your 
"high-three average pay." This is figured 
by averaging your highest basic pay over 
any three consecutive years of creditable 
service. 

Generally, your benefit is calculated 
according to this formula: 

1% of your high-three average pay 

limes 

years of creditable service 

If you retire at age 62 or later with 2A 
least 20 years of seivice, a factor of 1 . 1 % 
is used rather than 1%. 

Depending on the category of 
retirement benefits you receive, your 
benefit may be reduced as described in 
the Retirement Optbns section. For 
example, the total could lie reduced if you 
elect to retire at the MRA before 
completing 30 years of service. 



Special Retirement 
Supplement 

H you meet certain requirements, 
you will receive a Special Retirement 
Sipplement which is paid as an annutty 
until you reach age 62. This supplement 
approximates the Social Security benefit 
earned while you were employ«J by the 
Federal government. Youmayt)eelk|t)le 
for a Special R^irement Sujsplement if 
you retire: 

After the Minimum Retirement Age 
(MRA) with 30 years of service; 

at age 60 with 20 years of service; 

• upon involuntary retirement. You wiH 
receive the Special Retirement 
Supplement beginning at the 
applicable MRA until age 62. 

If you have earnings that exceed 
specified amounts, your Specied 
Retirement Supplement wiH be reduced 
or stopped. 
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Survivor Benefits 

The Basic BendH Plan provides 
benefits for survivors of Federal employ- 
ees and retirees. 

Spouse 

If you die while you are an 
employee... 

If you are married and have worked 
for the Federal government for 1 8 nronths 
and you die while yoti are an active 
emptoyee, your surviving spouse 
receives: 

A lump sum payment equalhig $15, 
000 

(Indexed to the Cost-of-Llving 

Adjustment for annuitants) 

plus 

the higher of 

1/2 of your annual pay rate at death 

or 
1/2 of your high-three average pay. 

If you had 10 years of sen/ice, your 
spouse also receives an annuity equaling 
50% of your accrued basic retirement 
Ijenefit. These benefits are paid in 
addition to any Social Security, group life 
insurance or savings plan survivor 
benefits. 



If you die while you are a retiree... 

A married retiree's annuity is 
automatically reduced to provide spouse 
sun^ivor lienefits unless those benefits 
are jointly waived in writing by the retiree 
and the spouse before retirement. 

Your annuity is reduced 10% to give 
your surviving spouse: 

An armufty of 50% of your 

unreduced (>enefit 

phis 

a special supplementary annuity 

payable until age 60 if your spouse 

will not be eligible for Social Security 

survhror benefits until age 60. 

You and your spouse may choose 
instead to have your annuity reduced by 
5% to give your spouse an annuity of 
25% of your unreduced tjenefH at your 
death. 

Separate provisions apply to 
spouses of disabled annuitants. 

Former Spouses 

A former spouse may receive 
survivor t)enefits as provided in a retiree 
election or a qualifying court order. 
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Children 

H you have 18 months of civifian 
service and die whHe you are an active 
employee, or if you have r^ired, your 
children may be eNgfele to receive an 
annuity. This benefit is payable to each 
unmarried child: 

• up to age 18; 

• up to age 22 if a f irtl tkne student; 

• at any age i the chHd became 
disabled before age 18. 

The amount of the FERS bertefit 
depends on the number of children arxi if 
the children are orphaned. In 1989 the 
FERS surviving child beneft is 
approximately $ 3,072 per chUd for each 
of three children; $ 3.696 H orphaned. 
This is reduced doNar for dollar by any 
Social Security cfiildren's l)enefits that 
may be payable. 



Disability Benefits 

FERS disability benefKs can help 
you replace part of your income, whetfier 
you are disabled for a sIkmI time or 
unable to work for a prolonged period. 

What Does Disability Mean? 

You are considered dissdiled under 
F^RS if you are unable to perform useful 
and efficient service in your position 
because of dbease or ir^uty. However, 
you wiH not k)e considered disabled i you 
decline yow agmicy's offer of a position 
which accommodates your disanlily and 
is at the same grade or pay level and is 
wkNn your commuting area. 

You may also qualify for Social 
Security disaliility benefits H you aie 
unable to work in any substantial geartful 
activtty. 

Eiigibihty 

To quaMy for FERS disability 
benefits, your disabling condition must be 
expected to last at least one year, and 
you must have at least 18 mor4hs of 
aedilable dvBian service. 
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The Benefits 

The first year: 

60% of your high-three average pay 

mkws 

100% of any Social Security disability 

benefits to which you are entitled. 

After tfie first year and until age 62, K 
your disability prevents you from 
performing your job and you do not 
qualify for Social Security disability 
ben^s, your l)enefit will be: 

40% of your high-three 
average pay. 

ft you do qualKy lor Social Security 
benefKs, your diseAnKty t)enefit will be 
reduced by 60% of the initial Social 
Security benefK to whfch you are entitled. 
The resulting total will be equal to at least 
40% of your high-three plus 40% of your 
Social Security disability benefits. 

When you reach age 62 your 
disability benefit will be recomputed. 
Essentially, you will receive the annuity 
you would have received if y<Hi had not 
been disabted, but had cor#iued working 
until age 62. For purposes of this recom- 
putation, your average salary will be 
increased by all FERS cost-of-living 
adjustments that took effect while you 
were receiving a disability annuity. 

If you are a disability retiree under 
age 60 and your total income from work 
in a calendar year exceeds 80% of the 
current pay level of your former job, the 
disability benefits will be discontinued. In 
addition, you may be required to provide 
proof periodically that you have not 
recovered from your disability. 



Cost-of-Living 
AcUustments (COLA^s) 

As a regular retiree, you receive a 
Ctosf-of-Living Adjustment (COLA) if you 
are age 62 or older. 

Survivors and disability retirees 
receive a COLA regardless of their ages. 

The amount of the annual COLA 
percentage is based on the increase in 
the Consumer Price Index (CPI): 



INCBEASEINCW 

Up To 2% 

2% to 3% 
3% or more 



Af^UAL COLA 
PERCENTAGE 

Same as CPI 
increase 

2% 

CPI increase 
minus 1% 



The Special Retirement Supplement for 
retirees is not increased by COLA's; the 
Supplement for survivors is inaeased by 
COLA'S. 

Forms of Payment 

FERS Basic Benefits are generally 
paid in the form of a monthly annuity. 
Non-disabled retirees have an optfon of 
withdrawing an amount equal to their own 
contributions in a lump sum and receiving 
a reduced annuity. 
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Thrift 

Savings 

Plan 




The third part of your FERS benefit 
is the Thrift Savings Plan (TSP), a special 
tax-deferred savings plan for Federal 
employees. It is cxjmparable to similar 
plans offered Ijy many private employers. 
The TSP offers particpants tax-deferral 
advantages similar in many ways to tfiose 
of tfie well-known Irxlividual Retirement 
Account (IRA). 

Your personal savings are a very 
important part of your future financial 
security. By particpating in the TSP, you 
have the opportunity to save part of your 
income for retirement and reduce your 
current taxes. Your agency establishes a 
TSP account for you and automatically 
contributes an amount equal to 1% of 
your basic pay each pay period. When 
you make contributfons to your account 
through payroH deductions your agency 
will also match part of your oontributbns. 
You decide how your money will be 
invested. 

The TSP is managed by the Federal 
Retirement Thrift Investment Board. For 
additbnal irrformatbn about the TSP, ask 
your agency employing office for detailed 
materiel developed by the Thrift 
Investment Board. You should read the 
material carefully before making any TSP 
decisions. 

EUgibUity 

AH Federal employees covered by 
FERS are elig%>le to participate in the 
TSP. Newly hired FERS employees 
generally have a 6-to-12 month waiting 
period before they can begin to 
participate. 



Once you are eligible to participale in 
the TSP, you may make decisions about 
your TSP contributfons twice a year 
during open seasons. You may stop 
contributing at any time. Specific rules on 
when you will be eligible to participate in 
the TSP are given in the Thrift Invest- 
ment Boards detailed informational 
material. 

Contributions 

As a FERS emptoyee, there are 
three types of TSP contrtoutions available 
to you: 

• Your own contributfons 

• Agency automatic 1%corTtrit3utfons 

• Agency matching contributfons 

Once you are eligHile to participate, 
your agency will set up a TSP account for 
you and will automatically oor^ribute an 
amount equal to one percent of your 
Ijasic pay each pay period. This is the 
Agency Automate 1% Contribution and is 
made by your agency whether or not you 
contribute your own money to the Plan. 
Also, once you are eligible, you may 
contribute up to 10% of your base pay 
each pay period to the Plan up to a 
maximum amount estatilished by the 
Internal Revenue Service, adjusted 
annually (e.g., $7,627 in 1989). H you do 
contribute to the Plan, you will also 
receive Agency Matching Contributfons 
according to the foltowing schedule: 



II 



rt 



Your Contribution Agency Match 



First 3% of 
Basic Pay 



Next 2% of 
Basic Pay 



$1.00 for 

each $1.00 you 

contribute 

$.50 for 

each $1.00 you 

contr't)ute 



Next 5% of 

Basic Pay 

Your agency's contributbns are not 
fallen out of your salary; they are an extra 
benefit to you. While your agency will 
only provide m^ching corMribut'ons on 
your contrbutions up to 5% of your t>asic 
pc^ each pay period, you still benefit from 
before-tax savings and tax-deferred 
eemings on amounts you contribute in 
excess of 5% of your basic pay each pay 
period. 



Investing and 
Moving your Savings 

As a FERS employee, you may 
choose to invest part of the money in your 
TSP account in one or all of the three 
investment Funds desaibed below. The 
Funds differ in the rate of r^urn and 
amount of risk involved. You can change 
the amount or type of investment for new 
contributions twice a year during the open 
seasons announced by the Thrift 
Investment Board. In addition, you can 
move a portion of your account balance 
among tlie three investment Funds in 
connection with each open season. 

Government Securities 
Investment (G) Fund 

The G Fund consists of investments 
in short-term nonmari<etable U.S. 
Treasury securities specially issued to the 
Plan. AM investments in the G Fund earn 
interest at a rate that is equal, b/ law, to 
the average of martlet rates of return on 
U.S. Treasury mari<etable securities 
outstanding with four or more years to 
m^urity. The G Fund is managed by the 
staff of tlie Thrift Investment Board. 

Certain percentages of contributions are 
restricted to the G Fund as shown in the 
following schedule. Tfie remaining 
percentage of your contribution (your 
unrestricted contributions) may be 
invested in any of the three Plan Funds. 



t2 
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Percentage Required to be Invested 
in the G Fund* 



Year 


Emptoyee 


Agency 




Contributions 


Contributions 


1987 


100% 


100% 


1988 


80% 


100% 


1989 


60% 


100% 


1990 


40% 


100% 


1991 


20% 


100% 


1992 


0% 


100% 


1993 


0% 


80% 


1994 


0% 


60% 


1995 


0% 


40% 


1996 


0% 


20% 



* After 1996, all monies may be 
invested in any of the three Plan 
Funds at the particpant's option. 



Common Stock Index Invest- 
ment (C) Fund 

The C Fund gives participants the 
opportunity to diversify their investments 
and to participate broadly in the U.S. 
stock markets. Your contributions will be 
invested in aH or many of the stocks in a 
stock index, such as the StarxJard and 
Poor's 500. The C Fund is managed by 
a private sector investment manager 
competitively selected by the Thrift 
Investment Board. You can achieve a 
high, long-term rate of return by investing 
in the C Fund, but you also risk tosses in 
this Fund. 



Fixed Income Index Invest- 
ment (F) Fund 

Contributtons to the F Fund will be 
invested in fixed income securtties such 
as notes, bonds, or other ot>ligations 
which return the amount invested and 
pay interest at a specKied rate over a 
given period of time. Uke the C Fund, the 
F Furid is managed t>y a private sector 
investment manager competitively 
selected by the Thrift Investment Board. 
You can achieve high rates of return in 
the F Fund in declining irrierest rate 
environments, but you can lose money 
when interest rates rise. 

Tax Advantages 

There are two m^r tax advantages 
to the Plan. First, you pay current 
Federal income taxes only on your salary 
after your contributtons have been 
deducted. Second, you do not pay 
current Federal income taxes on the 
earnings you receive on your TSP 
account balarKe. Most stales aflow the 
same savings on their irKX>me taxes. 
These tax advantages continue until you 
withdraw your account balance-usuaHy 
at retirement when your tax bracket may 
be lower. If you leave Federal sen/ice 
before you are effgible to retire, you may 
transfer your TSP account balance to an 
Individual Retirement Account or other 
eligible retirement plan and continue to 
defer taxes. 
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Loan Program 

H you have at least $1 ,000 of your 
own contributions (including associated 
earnings) in your TSP account and have 
the required documentation, you may 
twrrow from these amounts for: 

• Purchase of a primary residence 

• Educational expenses 

• Medical expenses 

• Financial hardship 

You win pay interest on the loan at 
the G Fund rate in effect at the time your 
application is received. The rate is fixed 
for the life of the ban and the interest you 
pay win go back into your own Plan 
account. 

Withdrawing Your 
Funds 

TSP is a long-term plan for 
retirement savings with special tax 
advantages. You may not withdraw your 
funds from the Plan while you are 
empbyed with the Federal government. 
Depending on your eligibility for basic 
retirement benefits (including disability 
retirement and workers' compensation 
benefits) when you leave the Federal 
service, you may choose from among 
one or more of the following withdrawal 
options; 

• Transfer your vested accoufit balance 
to an IRA or other eligible retirement 
plan. (This is the only option available 
to those who leave the Fedeial civilian 
service before becoming eligible for 
basic retirement benefits, generally 
less than five years of service.) 



• Receive your account balance in a 
lump sum payment when you reach 
retirement age. 

• Receive your account balance in equal 
monthly installments when you reach 
retirement age. 

• Receive a TSP life annuity purchased 
with the balance in your account. 

• Leave your account balance in the 
Plan, if eligible. 

If you retire before the year in which 
you reach age 55 and withdraw your 
account balarx» in a lump sum or equal 
monthly payments before you reach age 
59 /j, you may incur a tax penalty on all 
amounts you receive before you 
become age SQ'/j. 



Vesting 



Vesting occurs when you will no 
bnger bse the Agency Automatic 1% 
Contributions if you leave the Federal 
service. You are vested in the Agency 
Automatic 1% Contributions after 
completing three years of civilian 
service; Congressbnal and certain 
noncareer empbyees are vested after 
completing two years of civilian service. 
You are immediately vested in your own 
contributions and Agency Matching 
Contributions (and earnings associated 
with both). If you die in service before 
satisfying the vesting requirements, all 
amounts are automatically deemed 
vested. 
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Special Groups of 
Employees 



Firefighters 

Law Enforcement 
Officers 

Air Traffic 
Controllers 

These groups of emptoyees receive 
an unreduced benefit at age 50 witfi 20 
years of service, or at any age with 25 
years of service. If you are in one of 
these employee groups, you contribute 
an additional 0.5% of pay to FERS. 

Your annual annuity is: 

1.7% of your high-three average pay 

times> 

years of service up to 20 

plus 

1.0% of your high-three average pay 

times 

years of service exceeding 20. 

You also receive a Special 
Retirement Supplement until age 62 that 
approximates the Social Security benefit 
earned in Federal service. After you 
reach the l^inimum Retirement Age 
(MRA), if you have earnings that exceed 
specified amounts, your supplement will 
be reduced or stopped. In addition, you 
are entitled to an annual COLA, 
regardless of your age. 



Military Reserve 
Technicians 

If you are a military reserve 
technician who bses the miKtary status 
required to maintain your position, you 
may retire and receive an unreduced 
annuity if you are at least age 50 with 25 
years of service. 

In addition, a Special Retirement 
Supplement is payable until age 62. 
After you reach the Minimum Retirement 
Age (MRA), if you have earnings that 
exceed specified amounts, your 
supplement will be reduced or stopped. 

Part-Time Employees 

In calculating the annuity for 
employees with part-time service, the 
average high three consecutive years of 
pay will be based on the full-time pay 
rate. The benefit based on the full-time 
rate is reduced according to the 
part-time schedule. 
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Enrolling 
inFERS 



Members of Congress New Employees 



Congressional 
Employees 

Members of Congress receive an 
unreduced annuity at age 50 with 20 
years of service, or at any age with 25 
years of service. Congressional 
employees must meet the age and 
service requh^ements explained in the 
Basic Benefit Plan section. 

If you are a Member of Congress or 
a Congressional employee, with at least 
five years of Congressional service, your 
annuity will be: 
M% of high-three average pay 

tknes 

years of Congressional service 

up to 20 

plus 

1.0% of high-three average pay 

times 

any other service. 

A Special Retirement Supplement 
is payable from Minimum Retirement 
Age to age 62. If you have earnings that 
exceed specified amounts, your 
supplement will be reduced or stopped. 

COi-A's are payable to Congres- 
sional retirees before age 62 only if they 
retire for disability. 

Members of Congress and 
Congressional employees contribute an 
additional 0.5% of pay to FERS. 



AH new employees hired after 
December 31, 1986 are automatically 
covered by FERS. The exceptions are 
anyone who is not eligible for Social 
Security coverage, or certain persons 
with non-Federal service which is 
creditable under the CSRS. 

Rehires 

K you leave government service 
and return within one year and you were 
previously covered under CSRS (without 
Social Security), then you will be 
covered by CSRS upon reemployment. 
However, you may elect to transfer to 
FERS, in which case you will be covered 
by Social Security. 

If you leave government service 
and return after more than one year and 
you were prevbusly covered under 
CSRS, then you are automatically 
covered by Social Security and: 

• If you have less than five years under 
CSRS, you are automatically covered 
by FERS. In determining whether you 
have five years of service whicfi is 
creditable under CSRS, count all 
civilian service, even though it may 
not have been covered by CSRS 
deductions, or you may have received 
a refund of CSRS deductions. You will 
receive credit for your CSRS service if 
you make any payments for your past 
service that may be required. 
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• H you have five or more years under 
CSRS, you are covered by CSRS 
Offset. Your CSRS contributfons are 
reduced by 100% of your Social 
Security OASDI taxes. Your CSRS 
benefit will be offset by any Social 
Security benefit attributable to your 
Federal service. 

H you are refiired under CSRS or 
CSRS Offset, you may elect to transfer 
to FERS witfiin six montfis of reemploy- 
ment. If you elect to transfer to FERS, 
tfie following rules apply. 

• Your credit in CSRS is frozen, but 
your combined CSRS and FERS 
annuity will be based on the average 
of your highest three consecutive 
years of pay. 

• You wHI receive a full CSRS COLA on 
the CSRS portion oi your anrwity. 

• Your service after the date of transfer 
is treated under FERS rules. (If you 
were under CSRS Offset, your offset 
service is also treated under FERS 
rules.) 

• All sen/ice (CSRS and FERS) counts 
toward years needed to be eligible lor 
retirement, disabWty, sunnvor and 
Saving Plan benefits under FERS. 

• AH survivor and disability benefits are 
paid under FERS rules. 



• Unused sick leave is credited under 
CSRS rules based on the amount 
accumulated at the date of transfer or 
date of retirement, whichever is bwer. 

• You have Social Security coverage 
when you enroll in FERS. 

• You will receive government contribu- 
tions to your TSP account and avoid 
the 6-12 month waiting period for 
participation. 

Note: If you never had any prior CSRS 
coverage, you wiH automatically be 
covered by FERS. 

Conversions 

V you are converted from an 
appointment which is excluded from 
FERS coverage to an appointment 
which is not excluded, generally you wiH 
automatically be covered by FERS. If 
you are not automatically covered by the 
plan, you will have a 6-month opportu- 
nity to transfer to it. 

Note: n you are eligible to elect FERS 
coverage because of being rehired or 
converted to a different e^jpointment, 
you should have the TERS Transfer 
Han<fcook~A Guide To Making Your 
Decision" (Rl 90-3). Your personnel 
office should provkJe K to you. 
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Examples 
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The foltowing examples illustrate 
the minimum benefHs that you can 
expect to receive under FERS. In 
reviewing these examples, note that the 
benefits shown are estimates, based 
upon certain assumpttons about future 
salary increases, investment return and 
other factors, which directly affect your 
final level of benefits. 

In these examples, estimated 
Social Security benefits do not include 
any spousal or dependent benefits that 
may be available and which could 
significantly increase the Social Securtty 
benefit shown. All benefits are ex- 
pressed in 1986 dollars. Benefits have 
been rounded to the nearest ten dollars 
and percentages may not total exactly 
due to rounding. 



Examples #1 




Mary is a clerical employee who 
retires at age 62 under FERS in 2016 
after 30 years of creditable service. Her 
final year salary is $20,000 and her final 
average three-year salary is $18,970. 
Including five years of employment 
outside of the Federal government, Maty 
had a total of 35 years of Social Security 
covered empbyment. Each pay period 
Mary also contributed 2% of her salary 
to the Thrift Savings Plan, which was 
matched by a Federal government 
contribution of 3 % of Mary's salary, 
which includes the government's 
automatic 1% contribution. 



Mary's estimated 
benefit under FERS is: 



retirement 





Annual Benefit 


Initial FERS Benefit 


Dollar 
Amount 


As % of Final 
Year's Salary 


Social Security 


$ 4,840* 


24% 


Basic FERS 
(1.1% x $18,970x30 years) 


6,260 


31 


Thrift Savings Savings 


2,360 


12 


Total 


$13,460 


67% 







* $4, 1 50 of which is attributed to Federal service. 

If Mary had contributed 5% of her salary to the Thrift Savings Plan, rather than 
2%, her yearly Thrift Savings Plan benefit would have been $4,720. This would 
have increased Mary's total initial FERS benefit to $15,820 per year -79% of her 
final year's salary of $20,000. 
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Example #2 

Harry is a Federal manager who 
retires at age 62 under FERS in 2016 
after 30 years of creditable service. His 
final year salary is $50,000 and final 
average three-year salary is $47,420. 
Including five years of employment 
outside of the Federal government, 
Harry had a total of 35 years of Social 
Security covered empbyment. 



Each pay period Harry also contrib- 
uted 2% of his salary to the Thrift 
Savings Plan, which was matched by a 
Federal government contribution of 3% 
of Harry's salary. Harry's estimated 
retirement benefit under FERS Is: 





Anr 


ual Benefit 


Initial FERS Benefit 


Dollar 
Amount 


As % of Final 
Year's Salary 


Social Security 


$ 7,700* 


15% 


Basic FERS 
(1.1% X $47,420x30 years) 


15,650 


31 


Thrift Savings Plan 


5,700 


11 


Total 


$29,050 


58% 







*$6,600 of which is attributed to Federal service. 

As a percentage of final year's salary, Harry receives a total FERS 
retirement benefit that is 9% lower than Mary's in Example #1, because Social 
Security replaces a greater portion of earnings of lower-paid employees than 
higher-paid employees. 

If Harry had contributed 5% of his salary to the Thrift Savings Plan 
rather than 2%, his yearly Thrift Savings Plan benefit would have been $11,400. 
This would have increased Harry's total initial FERS benefit to $34,750 per 
year-69% of his final year's salary of $50,000. 
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Example #3 



Jane is an administrator who retires 
at age 57 under FERS in 2016 after 30 
years of creditable service. Her final 
year salary is $47,580 and her final 
average three-year salary is $44,760. 
Including five years of employment 
outside of the Federal government, Jane 
had a total of 35 years of Social Security 
covered employment. Each pay period 
Jane contributed 2% of her salary to the 



Thrift Savings Plan, which was matched 
by a Federal government contribution of 
3% of Jane's salary. Because Jane 
retired before age 62 with 30 years of 
service, she also is entitled to the 
Special Retirement Supplement under 
FERS until age 62 when Social Security 
retirement benefits may begin. 

Jane's estimated retirement benefit 
under FERS is; 





Annual Benefit 


Initial FERS Benefit 


Dollar 
Amount 


As % of Final 
Years Salary 


Special Retirement Supplement 


$ 5,720 


12% 


Basic FERS 
(1%x $44,760x30 years) 


13,430 


28 


Thrift Savings Plan 


4,330 


9 


Total 


$23,480 

... "J ■ r-L Tti... 


49% 







If Jane had contributed 5% of her salary to the Thrift Savings Plan 
rather than 2%, her annual Thrift Savings Plan benefit would have been $8,660. 
This would have increased Jane's total initial FERS benefit to $27,810 per 
year--58% of her final year's salary of $47,580. 
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For More 
Information 



There are four sources which will 
help you if you have questions or want 
more information about FERS. 

Inquiries should be directed to the: 

• Personnel Office in your agency 
... for questions concerning your 
individual situation. 

• Social Security Administration 

... for question concerning your 
Social Security benefits. 

• Thrift Board 

... for questions concerning the 
Savings Plan. 

• Office of Personnel IVIanagement 

... for questions concerning the Basic 
Benefit Plan. 
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LIFE INSURANCE 

The Federal Employees Group Life Insurance (FEGU) Booklet 2817-A is very 
informative and will help answer your questions concerning life insurance. A 
couple of points to remember 

1) Federal Employees' Group Life Insurance is term life insurance; 

2) If you dedine tiie insurance when given the first opportunity there 
are restrictions to electing it at a later date. 

3) "Open Seasons" are rare. There have only been two in the past 
15 years. 

4) Single employees without dependents or married employees who wish 
to designate benefidaxies outside the normal order of precedence are 
encouraged to complete Form SF-2823, FEGU Designation of 
Beneficiary. 

5) Employees have 31 days from elective date of hire/reinstatement to 
return the SF-2817 life Insurance Election Form to Staffing, 



QSjiasi^ Staffing Section for Registration 

Employee Relations for more In-deptii Questions 



Rflferenoe: Qted BookletCs) 

FPM Supplement 870-1 

BLM Employee Handbook, pp. 19-20 

FEGU Brochure SF-2817-A 
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HEALTH INSURANCE 



As a Federal employee you have a large number of Health Insurance plans from 
which to choose. In fact; choosing the plan which fits your particular situaticm is 
often a difficult task. The booklets, "Enrolhnent Information Guide and Flan 
Comparison Chart** (KI 70-1) and "Federal Empbyees Health Benefits Frognun" 
(SF-2809-A} will hdp you compare die plans and select those you wish to examine 
more closely. Employees have 31 days from the elective date of 
hixe/reinstatement to return the SF-2809 Health Benefits Registration Form to 
Staffing. Booklets on individual plans are available finm the Branch of Human 
Resource Managem^it if you need mc»e in-depth information to make your final 
decision. 

Most questions concerning your opportunity to change your Federal Employees 
^^•^ Health Benefit Plan are answered on the form SF-2809. There is an "Open Season" 

annually during whkh you can switch plans freely. 



Contact: Staffing Section for Registration 

Employee Relations for more In-deptii Questions 



Reference: Qted Booklet(s) 
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THE EMPLOYEE ASSISTANCE PROGRAM 



The Bureau has established an Employee Assistance Program, available to you 
and/or any member of your family free of charge, should difficult personal 
problems arise. The program provides short-term endive professional help widi 
such issues as maniage or financial difficulties, mental and emotional pn^lems, or 
drug and alcohol abuse. Ihe Bureau recognizes that such problems as tfiese can 
seriously interfere with daily life and personal well-being as well as performance 
of the Bureau's work. 

Employee Relations has additional infcnrmation about the Employee Assistance 
Program. You also are welcome to contact the service provider directly to ask 
questions or arrange to see a counselor. An appointment can be arranged for you, 
and all such arrangements will be kept in strictest confidenoe. 



Qsija^ Empk>yee Relations Supervisor 

Human Affairs Inc of Alaska, 562-0794 



Reference! Empbyee Relations 
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Q. What is an Employee Assistance 
Program? 

A. An Employee Assistance Program is a 
confidential counseling/ referral service 
provided free-of<harge to employees and 
their dependents. 

Q. What will it do for me? 

A. The Employee Assistance Program is 
designed to help employees with those 
serious problems that can affect all families 
at one time or another, problems that can 
affect job performance unless they are 
treated promptly and professionally. 

Q. What kind of problems? 

A. Specifically, the program is geared to help 
solve problems involving marital and 
family stress, legal and financial problems, 
difficulties centering on children, alcohol- 
ism, drug abuse, mental health and care of 
the aged. While some employees may be 
able to handle these kinds of problems by 
themselves, the employer recognizes that 
there are others who need professional 
assistance and can't find the help they 
desperately need. 



Q. Is the program confidential? 

A. Participating in the Employee Assistance 
Program is confidential and information 
about your participation will not be 
released without your consent, unless 
required by law or to protect the safety or 
health of the participant or another person. 



Q. How can I contact the Employee 
Assistance Program? 

A. Simple call 562-2812 for an appointment. 
After hours and on weekends a live 
answering service can put you in touch 
with a counselor in a matter of minutes. 
The counselor will set up an appointment 
with you or a family member and you are 
on your way to a solution to the problem. 



Q. What will it cost me? 

A. The counseling and referral service by 
Human Affairs of Alaska is paid for by the 
employer. Should a particular situation be 
referred to a doctor, psychiatrist, lawyer or 
other professional for additional help, the 
cost of these professional services are often 
covered by your group insurance plan. 

Q. Where would I go for help under the 
Employee Assistance Program? 

A. Human Affairs of Alaska has its main 
office at 4300 B Street, Suite 606, 
Anchorage, Alaska 99503. 



Q. Why is the employer offering this 
service? 

A. The employer has long believed that its 
employees are their most valuable 
resource. Over the past 10 years or so, the 
stresses in our lives have multiplied and 
we've become aware that the job perfor- 
mances of employees can be severely 
damaged by forces completely separated 
from their jobs. This is a tragic waste of 
human resources and it must be reduced to 
the lowest possible level. It is hoped that 
employees with such problems will volun- 
tarily avail themselves of this program so 
their work and social lives can be enjoyed to 
the fullest. That is why the Employee 
Assistance Program is being offered to 
employees and their families. 



4300 B Street, Suite 606 
Anchorage, Alaska 99503 




USE OF PERSONALLY OWNED EQUIPMENT 



It is the poliqr of the Bureau to supply you with the equipment that you need to 
do your work. There will be no authorized approval for you to use your 
personally owned equipment, as there is no way for the government to reimburse 
you for repair or maintenance. 

There are three exceptions to this policy: 1) personally owned horses and related 
tack; 2) personally owned vehicles in connection with official travel; and, 3} 
approved personally owned firearms for law enforcement officers. 



GOVERNMENT MOTOR VEHICLE USE AND CARE 

Demonstrated competence and your supervisor's authorization are required before 
you can operate a government vehicle. Your supervisor must be sure you are able 
to safely operate a vehicle. There are special training requirements if you need to 
operate industrial trucks, heavy equipment, etc. These requirements must be met 
before your supervisor can grant autlusrization. 

There are two ways you may receive authorization to operate a motor vehicle: 

1. Have a valid state driver's license and current Optional 
Form 36 "U.S. Government Motor Vehicle Operator's 
Identification Card" that lists specific types of vehicles 
you are authorized to operate. 

2. Be authorized imder the BLM Operator's Authorization 
program which requires having a valid state driver's 
license in your possession at all times while driving. 

You are responsible for any vehicle you use. Treat it like your own. A vehicle in 
good condition will help you prevent an accident and get you back home without 
trouble. 
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Know the condition of your vehicle before you leave the office. Things you 
should check include tires, lights, windshield wipers, cargo security, seat belts and 
mirrors (some offices require a regular vehide inspection report). 

A government vehicle may be used only for official government business. You 
may not pick up "hitchhikers" nor digress from yotu* approved route to accomplish 
peiscmal business. If it is necessary for you to park a government vehide at your 
residence, a "Request for Overnight Storage of Ck>vemment Vehide at Employee's 
Residence" Form (1520-27) must 1^ completed and approved in advance. 

If you are involved in an acddent you should take the following actions: 

1. Stop immediately. 

2. Take steps to prevent another acddent at the scene. 

3. Call a doctor or ambulance if necessary. 

4. Notify Alaska State Troopers or Munidpai Police as required by law. 

5. DO NOT SIGN ANY PAPER' OR MAKE ANY STATEMENT AS TO 
WHO WAS AT FAULT. (Except to your supervisor or Federal 
Government investigator.) 

6. Obtain the necessary information to complete Standard Forms 91 and 
94. Complete Optional Form 26 as soon as possible. (The forms will 
be in the glove box of the vehide.) 

7. Furnish your name, address, place of emplojonent, name of your 
supervisor, and upon request, show your operator's permit. 

8. If the vehide is damaged to the extent it can no longer be operated 
safely, arrange for towing service to the nearest garage. 

9. Notify the following persons immediately: 

a. State or Munidpai Authorities 

b. Your Supervisor 

c Your BIM Fleet Manager 
d. Your BLM Safety Officer 

Refer to BLM Manual 1525 for further guidance on the care and use of 
Government Equipment 
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EMPLOYEE RESPONSIBIUTIES FOR GOVERNMENT PROPERTY 

Employees are responsible for the proper care, safeguarding, maintenance, and use 
of all government property imder their control They may be required to 
reimburse the government for the cost of items lost, damaged, or destroyed 
through their fault or neglect Such responsibility will be determined by the 
Alaska Property Survey Board. See ELM Manuals 1520 and 1524 for further 
guidance. 



Contact: Supervisor 



Reference: BLM Manual 1525 
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PROCUREMENT 

Procurement or acquisition is the Government's buying of products or services 
from another government agency^ private contractor^ nonprofit organization, or a 
State. BLM can buy almost anytiung as long as the purchase helps accomplish 
BLM's public responsibilities. The only BLM people who can buy or make 
commitments to buy for BLM are the Contracting Officers (COs). These COs have 
had training and experience that help them wade through regulations that control 
what and how to buy. Additionally, they have warrants that give them the 
authority to make purchases. 

If you need to buy something in order to accomplish an assignment, you need to 
define dearly what you need, how much you need, when you need it, where it 
should be delivered or performed, and which firms (if known) have the 
capabilities to perform or provide the work or product You can secure from the 
CO information about the forms to fill out and the authorizations that are 
required. 

Remember, advance authorization is always necessary prior to procurement of 
merchandise or service. Failure to obtain advance approval may require you to 
personally reimbiu-se the Bureau for the merchandise. 

IMPREST FUNDS 

Imprest funds are set up for use by empbyees when: 1) items are less than 50 
dollars and the employee would like to pick it up and, 2) time frames are not 
adequate to go throu^ normal travel advance procedures. Most employees use 
the fund for local purchases of items not covered imder a GSA contract, such as 
conference registrations (non-training) and travel advances. Always go through the 
imprest fund cashier before making a piirchase. A Comptroller IDedsion states in 
part, that the "general rule is that you cannot pay public obligations from posonal 
funds." Tliis practice is prohibited in large part because it constitutes an abuse of 
your good wiU by asking you to tie up personal funds in payment of a debt for 
which you have no personal liability. 

Contact: Supervisor 

Imprest Cashien. 



Procurement Analyst. 



Reference: BLM Manuals 1510, 1511 

Pamphlet: "How to Survive the Procurement 
Process in the BLM" 
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TRAVEL PROCEDURES 



As a part of your official duties, you may be placed in official travel status. If so, 
you will receive a Travel Authorization (Form DI-1020) which will show the 
purpose of your trip, your destination, authorized mode of travel, and the per 
diem or expense rate allowed. 

If you are asked or wish to use your personally owned vehicle, arrangements must 
be made and approved by your supervisor. You will be allowed a mileage 
allowance for the use of your own vehicle. Airline tickets will generally be 
procured by your travel clerk. 

You may be eligible for an advance of money before you travel. This will provide 
you some traveling money so that all of your expenses will not come out of your 
pocket. Additionally, you may be eligible for a Government Diners Club credit 
card. 

Upon completion of your travel, you must complete and submit a Travel Voucher 
(Form SF-1012) in order to be reimbursed for your expenses. If vouchers are not 
filed timely upon completion of your trip, any advance of money may be deducted 
from your salary check. 



Contact: Supervisor 

Travel Qerk: 



Reference: BLM Manual 1382 
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RECORDS - YOURS AND OURS 



All BLM offices have a central filing system where official copies of 
correspondence, manuals, books, research papers and other documents are 
maintained by a Records Manager. "Central Files" is also responsible for incoming 
and outgoing official mail. It is inappropriate to use this service for receiving or 
sending personal mail 



Yotir Records 



An Official Personnel File (OFF) has been created for 
you. It is maintained at the State Office, unless 
otherwise indicated, and is available for your review 
upon request If you should wish to review your OFF, 
contact personnel staffing to find out where your file is 
located. 

It is advisable that you retain copies of all your 
personnel related documents. These copies might be 
useful if there is a loss or irregularity discovered in your 
OFF. 



Our Records 



The Bureau has an Integrated Paperwork Management 
System that covers virtually all paperwork created by 
employees. Your State or District Records Manager can 
explain the system in more detail. 



Contact; Records Manager. 



Office of Field and Office Services (974A) 



Reference : BLM Manual 1220 

Booklet "Integrated Paperwork Management 

System" 
Video-tape "Records and Information Mgmt." 
BLM Employee Handbook, pp. 47-48 
Video Tape "Disaster Recovery" 
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PERFORMANCE IMPROVEMENT AND 
POSITION REVIEW 

WHAT IS THE 'TIPR" SYSTEM? 



If your appointment is expected to exceed ninety (90) days, within thirty days of 
your appointment your supervisor will complete a performance appraisal form 
referred to as the Performance Improvement and Position Review (FIPR). The 
system involves establishing critical and non-critical job elements, setting 
performance standards/objectives for these elements, measuring work progress 
based on performance standards/objectives, and identifying methods of improving 
performance. The system is a process which ties performance evaluation to job 
objectives. 

The PWR has the following objectives: 

a. To ensure that performance is measured against 
established standards which are written in a dear and 
explicit style and commimicated to you at the beginning 
of the rating period. 

b. To facilitate periodic reviews other than the annual 
appraisal of your progress toward work goals as part of 
the ongoing appraisal and employee development 
process. TKese reviews are not designed to give a rating 
but rather to solve problems, facilitate accomplishment of 
work, revise the work plan where necessary, determine 
training needs, and obtein a broad range of information 
about performance. Periodic discussions are valuable in 
strengtiiening relationships and increasing mutual 
understanding. 

c To provide opportunities for you and your supervisor to 
discuss, plan, and improve job performance. Active 
participation is an important characteristic of the system. 
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d. To provide rewards if you are achieving high 
performance and to help you if you are encountering 
difficulty in order that you may achieve acceptable 
performance. 

e. To promptly notify you in writing of your performance 
ratings on ihe Peiibrmance Improvement and Position 
Review Fonn. 



The BLM PIPR serves as the basic system for career development, recognition for 
awards, and remedial performance actions. While it is important to be aware of 
the significance of the PIPR as a personnel docvmnent, this does not detract from 
its role as a valuable communication tool for both employee development and 
organizational accomplishment. 



Contact: Supervisor 

Employee Relations 



Reference; BLM Manual 1400-430 

BLM Employee Handbook, pp. 34-37 
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TRAINING AND DEVELOPMENT 

The Bureau Careers Program 

The BLM recognizes that its employees are its most important resource. In 
recognition of this fact the Bureau has designed a career program to help you 
develop both professionally and personally. Through this program, you receive 
orientation and training as needed at appropriate junctures in you career. New 
Employee Orientation is the first phase of the Bureau Career Program. It is 
designed to welcome new employees to the BLM and provide them with 
community, agency, office and job orientation. 

Upon completion of new employee orientation, you become eligible to participate 
in Phase 2 of the Career Program, the Employee Excellence Semuiar. Held 
annually, this seminar provides the opportunity for you to increase your awareness 
and knowledge of BLM and how critical land management issues are managed. 
Through your increased self-awareness and your greater imderstanding of career 
opportimities in the BLM, you will be better equipped to plan your career 
development to the journey level and beyond in your chosen field. 

Training 

It is the Bureau's policy to assist, as appropriate, in helping you to perform at an 
optimum level in accomplishing Bureau programs. While the Career Program 
forms the core of the Bureau's career development activities, it is complemented by 
other training programs such as: 

- BLM Professional and Technical Training 

- BLM Decentralized Training Packages 

- Office of Personnel Management Training 

- Department of Interior Training 

- College and University Courses 

- Private Sector Courses 

- Other Government Training Courses 

- Professional Organization Training 

- On-the-job Training 

You and your supervisor will jointly identify your training needs during your 
performance review. Your supervisor and the Organization Effectiveness staff can 
help determine how to best meet these needs. 

Contact: Office Training Coordinator: 



Reference : Learning Center Catalog 
BLM Manual 1400-410 
BLM Employee Handbook, pp. 33-34 
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TRAINING FOR NEW SUPERVISORS 



As a probationary supervisor/ manager, you have assumed many completely new 
duties. To introduce you to these duties, the agency will provide you with 
training within specific periods of time as follows: 

New Managers 

A minimum of 40 hours of appropriate formal training must be completed during 
the probationary period. Topics to be stressed include: leadership, principles of 
human behavior, problem solving, communication, counseling techniques, personnel 
management, planning, program evaluation, performance appraisal, equal 
employment opportunity, concepts of organization, internal controls, and 
management as a profession. 

At least once every 3 months, you and your supervisor will meet to review your 
progress. This session should be viewed as a developmental experience in which 
abilities and skills are specifically discussed and documented. 

Probationary Supervisors 

A minimum of 80 hours of training must be completed within 2 years of 
appx)intment to the supervisory position. This training includes the following 
sequence of activities: 

- Within the first 6 months of the probationary period, training must be 
provided on performance appraisal, including: the identification of criticai 
elements and practice in writing performance standards, conducting 
appraisal interviews, counseling techniques, the role of the supervisor, and 
prindpies of human relations. 

By the end of the 2nd year in the supervisory position, training will include 
commimications, personnel management, labor relations, equal emplo3anent 
opportimity, work planning and scheduling, tracking and appraising work 
products, internal controls, and management as a profession. 
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As a supervisor you are required to have an Individual Development Plan (IDP). 
Use it to help you identify and document additional training requirements you 
may have. IDVs for newly appointed supervisors and managers must be 
completed within thirty (30) days of the appointment. Plans for probationary 
supervisors and managers must be updated quarterly. 

There are a variety of training programs available through your Employee 
Development stafi, which can help you to learn more about specific supervisory 
functions. Get to know and use these programs as a flexible and cost effective 
means to meet your training needs. 

After your probationary period, you need to maintain and further develop your 
supervisory skills. The agency requires a minimimi of eight (8) hours of training 
annually for all non-probationary supervisors. We recommend you work jointly 
with your supervisor to identify the focus of your training plan. 



Contact: Supervisor 

State Training Officer. 



Employee Development Rep.: 



Reference; Departmental Manual 370 DM 412 
BLM Manual 1400-412 
Current Instruction Memos 
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Office of Personnel Manai;enient FPM Bulletin 410-127 

Federal Personnel Manual System 

FPM Bulletin 



Bulletin No. 410-127 Washington. D. C. 20415 

May 24, 1989 

SUBIECT: Mission-Related Training 



Heads of Oepartmenis and independent Establishments: 

1. Th« purpos« of this bulletin is to clarify existing 0PM policy on 
funding eaploye* training. 

2. R«c«nt studies, including the Hudson Institute's Civil Servica 2000 
report, tell us that the skill needs of the Federal Governnent continu* to 
increase. At the same tiae, the supply of skilled, entry-level people is 
diainishing and many employees are not w«ll prepared to apply innovatlv* 
ideas or new technology to their jobs. 

3. By law» training is authorized at Governaent ezp«ns« to increase the 
ability of an eaployee to perform offi'cial duties. Soaa supervisors and 
training specialists have narrowly interpreted this requireaant as relating 
only to sp«cific tasks and methods listed in the eaploye«'s current 
position description. At best, they have approved other training only when 
it would prepare the employee for specific tasks required by a planned 
reassignment within the employee's assigned occupation. 

4. In passing the (lovernment Employees Training Act in 1958, the Congress 
stated its intent "to establish and maintain the highest standards of 
parforaance in the transaction of tha public business, and to install and 
utilize effectively the best modern practices and techniques." It ezpactad 
training "for tha development of skills, knowledge, and abilities which 
will bast qualify. . .for performance of official duties." Tha objaetiva waa 
not just to enhance skills in doing tha job tha same old way, but to giva 
eaployees new tools and insight which could lead to better ways of 
delivering sarvices. Specifically, the Congress expected training to "lead 
to (A) improved public service, (B) dollar savings, [and] (C) the building 
and retention of a permanent cadre of skilled and efficient Sovernaant 
eaployees, wall abreast of scientific, professional, technical, and 
managaaant davalopaants both in and out of Govamment." That need has 
never been greater than today. [P.L. 85-507, 72 Stat. 327] 

5. Agencies are reminded that the Governaent Eaployees Training Act also 
authorizes training to qualify for shifts outside an eaployee' s current 
occupation. Such shifts could coma about, for ezaaple, as the result of (a) 
efforts to alleviate shortages in tha labor market, (b) efforts to enhance 
employment opportunities through upward mobility programs, or (c) 
realignment of occupational specialties through technological change. 



InquinM: career Entry and Employee Development, Office of Employee and 

Executive Development, (202) 532-0255 
Code: 410-Training 

Distribution: Basic FPM 

Bulletin Expires: juiy 20, 1990 
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6. .' Training is appropriate -when th«' Obv«rna«ne<- can"'&« exp«ct«d to gain 
more b«n«£irt from the traxning,-than it invested^ tft'tta^eost.^^'ZB is claariy 

.. iapropac-to- authorize -training wharathafa? ia- no- reaftenabla potential to 
utiliza-thac training on -the job. Dateraining the value to the Governaent 
of any particular training invaataant, however, auat rely on the via ion and 
judgaent-of line supervlaora and aanager8»- They^-aay authortsei'training to 
-Iniiird slcilX-tf -and-''knowl«dge-levela which help'-^aaployeea'^belttiir^cbntribute to 
-che^agenoy' s oisaion. -In aoae casee;-the need ls-'iaaa4fate ^and'th* training 
reaedi'«'i>f '- ' in others, the-- aia ia- to update' andraaintain prdfaaaiohal 
knowledge r - and in strill others the-^gOal ia tO''^prepare- for requireaents 
anticipated bynana^rs^ •^- 

7. Federal agencies are more likely to have eaployees capable of aeeting 
cKatnrging r«quiFeBent»»(f the : eaployeea < • bheaselVes*' -Have expeetationa of 
life-long^ T«am£ng- 'and' - take - ultiaatfe- reaponsiMXlty fdr«^'-^«heir own 
de'velopaen« . »tJiM!qmrm cni<^ -effect both ^atcoaea- by working 'with eafikloyees 
to identify training- and"^4ivei'opaent needs as a - -part of the • ■ per f braance 
apjpra-lsal process -(dtfSaaenting such needs -fhrough Individaiil DaKrelopaent 
nan£^'i-f -the 'agency Hjses -such plans )^; by encouraging partfSipaeldn in the 
continuing -education activities of .'achtiols^and -professionaX avsdeiations, 

■t£.;.:-an<^ by'iBain-t»i-ning-an adequate 'financl-ai '-priority for trainingi^' -- 










Conatance Horner 
Director 
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Upward Mobility 



Definition: 



Upward Mobility is a systematic management effort that focuses Federal 
personnel policy and practice on the development and implementation of 
specific career opportimities for lower level employees (below GS-9 or 
eqtiivalent) who are in positions or occupational series which do not enable 
them to realize their full potential. 



Background: 



BLM recognizes that people are its greatest investment. ELM also knows 
that solely through the hard work of its employees is the agency's mission 
accomplished. Employees need reward and recognition for their contribution 
and one way to adcnowledge the work they do is to provide them with 
opportunities to get ahead. Upward Mobility has been identified as one 
excellent means of helping employees move up in the organization. 

Historically, Federal employees have been able to achieve upward mobility 
in a variety of ways. C5ne traditional Upward Mobility program is the 
career ladder. A career ladder is a position for which employees initially 
must compete. The position usually starts at a lower grade and allows the 
employee to move up one or more grades without competition. 

Upward Mobility opportunities must, of coiurse, be available to all 
employees on a nondiscriminatory basis. For this reason, other programs, 
such as career counseling and developmental training, provide upward 
mobility opportunities for women and minorities in lower grade positions 
who need help to gain the skills and abilities that will qualify them for 
advancement. 



For more information about Upward Mobility programs, contact the Branch of 
Human Resource Management, Steiffing Section. 
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BUREAU OF LAND MANAGEMENT 

ALA2KA STATE OFFICE 

222 W. 7th Avenue. #13 

ANCHORAGE, ALASKA 99SI3-7S99 



1400-410 (97: 



May 15, 1989 



Informaclon Bulletin No. AK 89-108 

To: All Oiployeea (Scacevlde) 

From: OSD for Supporr Servlcea 

Subject: Career Opporttmltles 

As discussed with you at our recent All Employees meeting, I know you have 
concerns regarding your careers and how to enhance your opportunities. With 
an aging workforce and a declining Table of Organization there are career 
realities that we must address. The work environment Is very competitive and 
there are fewer opportunities. To be coapedtlve requires hard work and 
planning. We desire to help you advance your career. Our policy Is to 
continue to provide a work esvlroomenc iriiere you can strive to reach your 
potential. We want to help you identify realistic career goals and develop 
plans for your achievement. I encourage each of you to discuss your career 
and c areer plans with your supervisor. Work with your supervisor to develop 
an Individual development plan. 

In addition we have available the following services/ opportunities: 

A. Career PI aiming Workshop. These sessions are designed to help you 
Identify and develop a career track to serve you at every grade level. 
Refer to your training catalog for dates and additional course 
Information. 

B. Career Counseling , The first step Is co calk co your •up'rvlscr. Yon 
eiay also find It helpful ro calk to others In the organization. Alao, 
you may talk to managers or our specialists in the Branch of BSK. 
They are available to discuaa your career plans. Contact M&l TJllllixsts 
at 271—5043 and he viU wjrk with you to determine the cost 
appropriate contact. 

C. For the Supervisor. V/c have just released a Career Ccmaellag 
Handbook. Xhls nandbook will assist you as supervisors in condtictlng a 
successful career counseling session for your employees. Enclosed in 
this handbook id a stap-by-step Individual Career Developsanc rlon co 
be completed and monitored by you and the employee. 



Public Lanas USA: Use, Share, Appreciate 



0. The Stace Coarperltlve Programs. These programs Include The Shadov 
Program for GS-12's and above. This program allows che employee co 
Shadow che SO for one week. We also have various Inceresc 
Announcemencs and Derail Assignments for employees co expand cheir 
knowledge base. 

E. Additional Materials . Various books on Career Development are available 
in the Learning Center. Consult the Employee Development Section to 
cheek out any of these resources. 

In addition to the programs available within the State of Alaska, che Bureau 
has developed a seven tier Career Development Program. These programs are; 

A. New Employee Orientation 

B. Employee Excellence Seminar 

C. BLM Careerist 

D. Professional Development 

E. Management and Leadership 

F. Advance Leadership 

G. Senior Executive Service (SES) Candidate Development Program 

A brochure is available from HEM celling more about these programs. 

If you have any additional comments or questions, please contact Mel Wllllaas 
at 271-5511. 
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NEW EMPLOYEE ORIENTATION 



EMPLOYEE EXCELLENCE SEMINAR (NEW EMPLOYEES) 



BLM CAREERISTS 



PROFESSIONAL DEVELOPMENT 



MANAGEMENT AND LEADERSHIP (GS 9/11/12) 



ADVANCED LEADERSHIP (GM-13/14/15) PLUS GS-12 AREA MANAGERS 



SES CANDIDATE DEVELOPMENT PROGRAM - OPM (EXECUTIVE LEADERSHIl 



Recommended Career Schedule: 1 - 6 Weeks 

Conducted By: Local Offices 

Recommended Target Group: All 

Prerequisite: None 

Objectives: • To welcome the new employee to the BLM. 

• To provide community agency, office and job orientation to new employees. 

Process: Orientation checklist identifies required information to be given new employees through packets of materials 
for employee reading and by discussing with persons identified in the checklist. 



NEW EMPLOYEE ORIENTATION 



EMPLOYEE EXCELLENCE SEMINAR (NEW EMPLOYEES) 

BLM CAREERISTS 

PROFESSIONAL DEVELOPMENT 
MANAGEMENT AND LEADERSHIP (GS 9/11/12) 
ADVANCED LEADERSHIP (GM-13/14/15) PLUS GS-12 AREA MANAGERS 
SES CANDIDATE DEVELOPMENT PROGRAM - OPM (EXECUTIVE LEADERSHIP 




Recommended Career Schedule : 6 months - 3 years 

Conducted By: State Offices 

Recommended Target Groups: All 

Prerequisite: New Employee Orientation Prework 

Objective: To provide the opportunity for new employees to increase their awareness and knowledge of BLM and 

how the agency manages its critical land management issues. Through their increase in knowledge and the 
emphasis on self awareness and career in the BLM, the employee will be able to more readily see how they 
can better plan their careers and develop to the journeyman level for their career choices. 

Process: Four day seminar, presented by state managers using a common Employee Excellence Seminar package of 
materials covering BLM history. Bureau organization, state programs and issues, ftituring, relating to BLM publics, 
resolution of resource conflicts, individual focus BLM careers, and in search of excellence. 

EMPLOYEE EXCELLENCE SEMINAR (NEW EMPLOYEES) 

BLM CAREERISTS 

PROFESSIONAL DEVELOPMENT 

MANAGEMENT AND LEADERSHIP (GS 9/11/12) 

DVANCED LEADERSHIP (GM-13/14/15) PLUS GS-12 AREA MANAGERS 
SES CANDIDATE DEVELOPMENT PROGRAM - OPM (E^ffiaTIVELEADERSHIP^ 




^ 



Recommended Career Schedule: Within 10 years 

Conducted By: Area, District, State Offices 

Recommended Target Group: All 

Prerequsite: Employee Excellence Seminar 

Objectives: • To provide critical survival skills and knowledge training in organization communication, safety, the law 
and relating to the public. 

• To recommend training opportunities for better job performances. 

• To understand BLM land management programs. 

• To achieve common skills and knowledge. 

• To achieve excellence in own program areas and be pro-active about BLM. 

Process: Mostly done by self study at employee's duty station. Required and optional training courses and activities are 
provided. Study is accomplished as scheduled by employee and supervisor. Workgroups are the option. 

BLM CAREERISTS 

PROFESSIONAL DEVELOPMENT 
MANAGEMENT AND LEADERSHIP (GS 9/11/12) 




ADVANCED LEADERSHIP (GM-13/14/15) PLUS GS-12 AREA MANAGERS 
SES CANDIDATE DEVELOPMENT PROGRAM - OPM (KXECUTLVE LEADERSHIP) 



Recommended Career Schedule: 10 - 25 years 

Conducted By: State Office/Denver Service CenterAVashington Office 

Recommended Target Group: All Mid - Careerists 

■ Prerequisite: Demonstrated Excellence in Chosen Field 

Objectives: • To enhance motivation, define and raise the level of BLM productivity, improve performance and morale, 
upgrade the Bureau image, and to seed the organization with energy and sharing. 

• To increase the stature and recognition for the mid-career employee who chooses not to pursue a career in 
line management. 

• Find ways to enhance the accomplishment of BLM mission. 

• To provide a series of options for competent mid-careerists to enhance their personal expertise. 

Process: A series of Bureau supported career options for career employees to enhance their chosen profession through 
approved Individual Development Plans. Competent mid-careerists participant in activities such as: 

• Leadership in professional societies • Intergovemmental Assignments 

• Foreign assignments • Educational leave 

• Woricshops and seminars -Writing professional papers 

• Details to other states • Assistance in publishing 

• An annual 4 day worlcshop on career enhancement • Instructing and teaching assignments 

• Mentoring • Community outreach 

PROFESSIONAL DEVELOPMENT 



MANAGEMENT AND LEADERSHIP (GS 9/11/12) 



ADVANCED LEADERSHIP (GM-13/14/15) PLUS GS-12 AREA MANAGERS 



HI^iHM 



Recommended Career Schedule: 10 - 20 years 

Conducted By: Denver Service Center 

Recommended Target Group: 21 annually - Potential Managers 

Prerequsite: Competitive Selection Prework 

Objectives: • To provide the opportunity for employees to ascertain their readiness for supervisory/managerial 
positions; assist people in making their best career decisions. 

• To enhance employee competence. 

• To create a talent pool. 

Process: Ten day course. Assessment exercise with interviews, oral presentations, and leaderless group and personal 
effect components. Communication skiUs, human relations, counseling, management of BLM organization, resource 
conflict resolution and management styles are some other components of the course. The course includes a review of 
Individual Development Plans of the employees. They are given feedback regarding their managerial potential. Each 
employee must develop and complete a management project within one year. 




MANAGEMENT AND LEADERSHIP (GS 9/11/12) 



ADVANCED LEADERSHIP (GM-13/14/15) PLUS GS-12 AREA MANAGERS 





Recommended Career Schedule: 15 - 30 years 

Conducted By: Washington Office 

Recommended Target Group: 22 Annually - Existing line and Staff Managers 

Prerequisite: Competitive Selection 

Objectives: • To understand and experiment with essential leadership strategies, skills and abilities. 

• To demonstrate ability and manage diversity and ambiguity. 

• To increase understanding of self and how to influence the workforce. 

• To sharpen the use of organizational and communication skills. 

• To understand the concepts of power, authority, conflict, confrontation, and relationships to motivation 
and productivity. 

Process: Six day workshop. Communication skills are reviewed. "Meyers-Briggs" survey interpreted and related to 
workshop learning objectives. A simulation exercise is conducted to facilitate the study of leader behavior. The session 
includes a presentation on leadership, a panel discussion with successful Bureau leaders including the Director. Partici- 
pants plan and prepare themselves to apply learning to job back home. Individual projects to improve personal work 
group function arc indentified and developed. Individual Development Plans are finalized. 

ADVANCED LEADERSHIP (GM-13/14/15) PLUS GS-12 AREA MANAGERS 
>ES r.ANninATE DEVKLQPMENT program ■ nPM (RXKriJTIVR IKAnERSHU 




Recommended Career Schedule: 20 - 30 years 

Conducted By: WO/OPM 

Recommended Target Group: 3 - 5 annually 

Prerequisite: GM-I4/15 

Objective: Provide trained candidates for future SES Positions 

Process: Federal Executive Institute. A yearlong program of instructional and developmental assignments to prepare 
candidates for executive assignments. 



CANDIDATE DEVELOPMENT PROGRAM - OPM (EXECUTIVE LEADERSHIP) 



INCENTIVE AWARDS 




It is the Bureau's policy that employees be encouraged to exceed performance 
requirements^ to participate actively in the common task of improving efficiency 
and economy of Government operations, and to submit ideas for improvements. 
The aim of the Incentive Awards program is to increase productivity and creativity 
by rewarding those employees whose job performance exceeds job requirements 
and performance standards, and whose adopted ideas benefit the Government 
The following awards are most used in the Bureau. All employees are eligible for 
these awards except as noted. Nominations for these awards are generally 
initiated by the employee's supervisor. 

Quality Step Inaease 

An increase in the rate of basic pay from one step of an employee's grade to the 
next higher step of that grade. This award is granted in recognition of sustained 
high quality performance which is expected to continue at the same high level. A 
Quality Step Inaease is based on both past and predicted future performance 
substantially exceeding requirements. Wage Grade and Merit Pay employees are 
not eligible for this award. 

Sustained Superior Perfonnance Award 

A monetary award granted for an employee's individual performance which has 
exceeded job requirements for a period of at least six (6) months. It is a one-time 
limip-sum cash award, based on past performance. Merit Pay employees are not 
eligible for this award. 

Su perior Accomplishment Awards 

Superior Accomplishment Awards are monetary awards or nonmonetary awards 
granted in recognition of a contribution resulting in tangible benefits or savings 
and/or intangible benefits to the Government. These contributions or 
accomplishments are achieved through an individual or group effort in the form of 
a suggestion, an invention or a special act or service in the public interest 
connected with or related to official employment. 
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A. Special Act or Service Awards 

Awards may be granted to an employee or to a group for a special act or 
service when it is (1) a nonrecurring contribution or accomplishment in the 
public service within or outside of job responsibilities, or (2) a scientific 
achievement, or (3) an act of heroism. These awards are not mandatory and 
are a management prerogative. 

B. The Suggestion Program 

An employee suggestion is a constructive proposal conceived and developed 
by an employee or a group of employees and submitted to management for 
evaluation and consideration for an award. Ideas related to services or 
benefits to employees, working conditions, buildings and groimds, and 
housekeeping are ineligible and shoiild be handled through administrative 
channels established by bureaus and offices instead of through the 
suggestion system. 

C. Inventions 

The Department encourages the use of monetary awards authorities to fully 
recognize and reward employees for their inventions. Such awards and 
attendant recognition encourage the e^rts of individuals and groups 
engaged in work within the Federal Government. It also rewards those 
whose inventions benefit the Government and/or the public. A monetary- 
award can be considered if the invention either (1) contributes to the 
efficiency, economy, or other improvement in Government operations, or (2) 
is in the public interest and is associated with the employee's official 
employment Even though the making of an invention might be considered 
to be within an employee's official duties, it is emphasized that the 
employee inventor should be considered for a cash award and honorary 
recognition imder the awards program. Such recognition may be in the 
form of the awards discussed further. 



On-The-Spot Cash Awards : 

Cash award granted to acknowledge accomplishment of a special project. These 
awards do not exceed $50.00. No more than 2 awards per fiscal year may be 
granted to each employee. 
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Departmental Honorary Awards 

A medal, certificate, plaque, or other item that can be worn or displayed. Honor 
Awards are granted independently of cash awards. Major Departmental honor 
awards (Distinguished and Meritorious) are granted in recognition of 
(1) distinguished, career-oriented achievements, and (2) clearly significant 
contributions that have benefited the government in areas such as equal 
emplojonent opportimity, energy considerations, scientific research, improved 
commimications with a service to the public, and others of high priority to the 
organization. 

Non-Monetary Awards 

Include medals, certificates or plaques, or "other items" that can be worn or 
displayed with appropriate logo, emblem, or seal representing BLM. These awards 
do not exceed $50.00 per item. 

Letter of Appreciation 

A letter given to express appreciation for performance of a job well done. A 
certificate accompanies the letter. 



Contact; Supervisor 

Employee Relations 
Assastanf. 




Reference; BLM Manual 1400-451 
DM451 
DM430 
DM531 

Incentive Awards Handbook 
BLM Employee Handbook, pp. 37-38 
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GRIEVANCE 



A grievance is a request by one or more employees, for personal relief in a matter 
of concern or dissatisfaction which is subject to the control of management. An 
employee may present a grievance concerning a continuing practice at any time. 
However, a ^evance concerning a particular act or occurrence must be filed 
within 15 days of the date of the specific occurrence. 

Informal Grievance 

An employee must first seek informal adjustment of the matter through 
supervisory channels. An informal grievance may be presented orally or in 
writing to the immediate supervisor. If the grievance concerns the employee's 
supervisor, the employee may present the grievance to the next higher level of 
supervision. The intent of the grievance procedure, however, is to resolve the 
concern at the lowest possible level. A grievance may not be rejected in the 
informal procedure for any reason. 

Formal Grievance 

If the decision under the informal procedure does not resolve the employee's 
concern, the grievance may be submitted for further consideration under the 
formal grievance procedures. At this stage, the formal grievance must be 
submitted in writing. It must contain sulSdent detail to identify and clarify the 
basis for the grievance; explain e^rts made to resolve the grievance informally; 
and specify the relief sought by the employee. 



Contact: Employee Relations Supervisor 



Reference : Federal Personnel Manual - Chapter 771 
Departmental Manual - 370 DM 771 
BLM Manual - 1400-771 
BLM Employee Handbook, pp. 39-41 
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MERIT PROMOTION AND INTERNAL PLACEMENT 

It is the poiiqr of BLM to fill each position from among the best qualified persons 
available. This can be accomplished by promotion, reassignment, transfer, 
appointment or other appropriate means. Identification, qualification, evaluation 
and selection must be made on the basis of merit This meems selection must be 
made without regard to political, religious or labor organization aiffiliation, marital 
status, race, color, sex, national origin, non-disqualifying physical handicap or age. 
All selection criteria must be dearly job-related, and all staffing procedures must 
respect individual privacy and constitutional rights. 

The Merit Promotion and Internal Placement Plan covers all employees who hold 
Career or Career-conditional positions in the Federal government These include 
all positions in the General Schedule at or below grade GS-15 and those Merit Pay 
System, and Federal Wage System positions that must be filled through 
competitive merit procedures in accordance with FPM Chapter 335. Other persons 
may be covered when specifically included in the area of consideration of an 
announcement 

Job opportunities are normally advertised by a vacancy announcement The 
announcements list the job tities, experience requirements and who is eligible to 
apply. It is in your best interest to familiarize yourself with the BLM's merit 
promotion procedures as you seek to further advance your career. 



Contact Supervisor 

Personnel Staffing Section 



Reference: BLM Manual 1400-335 
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PERSONNEL ACTIONS 



A "Personnel Action" is any event which changes the status of either an employee 
or a position. All personnel actions, except those of a disciplinary nature, are 
initiated by a "Request for Personnel Action" (Form SF-52). 

Examples of personnel actions are recruitment, establishment of a position, 
promotion of an employee, re-classification of a position, etc Multiple requests 
may be made on a single SF-52 such as "Recruit and FiU" or "Classify and 
Establish." 

The "Request for Personnel Action" (SF-52) may be handwritten in pen and ink. It 
must be signed by the immediate supervisor, and submitted through channels to 
the Branch of Himian Resource Management in the State Office. Upon receipt in 
the State Office, the SF>52 is logged and tracked through to completion. This 
enables the supervisor who initiated the request to find out the status at any given 
time. 



Recruitment Requests 

You may want to talk first to a Staffing Specialist who services your organization. 
Along with the SF-52, supervisors are required to submit a copy of: 1) the position 
description (Form OF-8} (if position has dianged; 2) a Position Analysis and Rating 
Plan if they wish to advertise the vacancy; and 3) a selection of recruitment 
alternatives. Preferred recruiting methods can be prioritized and may include the 
following: 

Advertise on a vacancy announcement (merit promotion) 
Recruit via Office of Personnel Management (OPM Certificate) 
- Reinstatement of former Federal employees, etc. 

If a supervisor wishes to recruit a particular individual, this must be noted on the 
SF-52 and any information regarding the individual attached to the request This 
information may include such documents as an OPM Notice of Rating, an SF-171 
Job Application, Proof of Prior Federal Employment, or other identifying and 
supporting documents. 

Establish or Fill Requests 

Requests to establish a new position or fill a vacant position require a justification 
of need. This may be as simple as a single sentence in the case of filling a vacant 
Forester position, or it may be quite extensive if requesting an organization 
expansion. 
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Classification 

Requests for classification of a position are also made on an SF-52. If the 
supervisor is using otiier tiian a standard job, a position description and signed 
OF-8 must accompany the request. If you need help in writing a position 
description, the Branch of Human Resource Management, Qassification Section can 
provide both written guidance and personal assistance. 



POSmON MANAGEMENT 

Position Management is what supervisors and managers do when recommending 
or deciding such things as: 

1. How many positions are needed to accomplish the work under their 
supervision. 

2. Whether or not particular kinds of positions are needed. 

3. How the positions (work) should be organized. 

4. What duties and responsibilities need to be assigned to individual 
positions. 

The aim of Position Management is to organize work in a way that serves mission 
needs most effectively and economically. This means consideration must be given 
to such things as: mission, work simplification, the labor market, employee 
utilization, motivation, career opportunities, availability of funds and ceiling and 
affirmative action. 

POSITION MANAGEMENT means getting the right balance of many things into 
the organization and positions. For example, there is no merit in having the least 
possible salary costs if this means capable employees cannot be attracted and 
developed. Nor is it possible to provide msodmimi variety and interest in every 
job while at the same time get maximum utilization of skUls. 

POSITION MANAGEMENT as a technique does not give you easy answers to 
effective organization and management. It does provide a means of defining an 
effective organization and the steps you must take to achieve it. 
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Line managers play the central role in position management. They are the ones 
who must make the organization work effectively on a day-to-day basis. For 
position management to succeed, they must understand the purposes for and 
considerations involved. 

Coordinated staff e^ort also is essential to the success of any position management 
program. For assistance in the solution of specific problems, consult the Branch of 
Human Resource Management 



Contact: Supervisor 

Personnel Officer 



Reference : BLM Manual 1400-312 
BLM Manual 1400-335 
BLM Manual 1400-511 

OPM Booklet "How To Write Pos. Descriptions" 
BLM Employee Handbook "Appointments", pp. 6-8 
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Branch 

of 

Human 

Resource 

Management 




Helping to make BLM 

better for people 

And people better 

for BLM 



GENERAL INFORMATION 



The Bureau of Land Management's (BLM) 
policy is to encourage and enhance human 
resources development. We strive to retain 
an effective workforce and to further em- 
ployee skills, knowledge, and abilities to 
meet the agency's existing and future needs. 
BLM's policy is also to ensure full and equal 
opportunity in recruitment, hiring, promotion, 
and all other personnel actions. 

The Branch of Human Resource Manage- 
ment provides a variety of services to manag- 
ers, supervisors, and employees, which are 
noted in this brochure. 



The Branch of Human Resource Manage- 
ment (971) shares the responsibility for 
BLM's "people" programs with the Equal 
Employment Opportunity Office (915). 
Please feel free to contact either office for as- 
sistance. 




STAFFING AND PAY 

We are responsible for meeting the 
organization's staffing needs. We process 
all personnel actions effecting employee ap- 
pointments and changes, such as, promo- 
tions, reassignments, etc. We develop policy 
on the overall staffing and pay program. 

We also advise and answer management and 
employees' questions about staffing and pay. 

Some of the services we provide are: 

•Recruitment, including issuing Vacancy 
Announcements 
•Pay Administration 
•Employment Verification 
•Official Personnel File (OPF) maintanence 
•Staffing and Pay training 
•Cooperative Education Program 



EMPLOYEE PROGRAMS AND 
SERVICES 

Where do you as BLM employees turn when 
you need to know what benefits are avail- 
able? What do you do if you are injured on 
the job? As managers, what are your options 
for providing recognition to a truly outstand- 
ing employee? 

You may obtain answers to these questions 
by contacting Employee Programs and Serv- 
ices . 

We can help you with the following: 

•Incentive Awards 
•Employee Suggestion 
•Employee Grievance 
•Conduct and Discipline Issues 
•Performance Appraisal System 
•Health Benefits 
•Leave Administration 
•Wellness and Fitness Programs 
•Govemment Drivers License 
•Government Identification 
•Counseling 
•Exit Interview 

•Employee Assistance Program 
•Hardship Transfer or Placement 
•Retirement (FERS and CSRS) 
•Thrift Savings Plan 
•Leave Sharing Program 



CLASSIFICATION AND 
POSITION MANAGEMENT 

We are responsible for assuring that all po- 
sitions in BLM- Alaska are properly classi- 
fied by title, series, and grade level, type of 
coverage under the Fair Labor Standards 
Act and whether an employee is required to 
submit a statement of employment and 
financial interest. 

We also provide position management as- 
sistance to supervisors and managers in 
structuring positions for the purpose of ac- 
complishing the organization's mission. 




EMPLOYEE DEVELOPMENT 
AND ORGANIZATIONAL 
EFFECTIVENESS 

We manage a state- wide training program. 
We assist supervisors in determining train- 
ing needs and identifying appropriate 
training resources for employees. 

Our Organizational Effectiveness program 
is designed to improve morale and increase 
productivity by helping work groups learn 
to resolve conflict; enhance problem solving 
skills; and, manage change effectively. 

Other services include: 

•Employee Orientation 
♦Career Development 
•Career Counseling 
•Conflict Management 
•Supervisory Development 
•Management Development 



Quality is never an 
accident; It is 
always the result of 
intelligent effort. 

John Raskin 




VOLUNTEER PROGRAM 

We manage a statewide volunteer program. 
Our policy is to encourage, accept , and 
use volunteers wherever BLM programs or 
operations would be enhanced or improved. 



We help supervisors and managers deter- 
mine volunteer placement and needs. 

We also identify volunteer sources and pro- 
vide volunteer recognition. 

SAFETY AND OCCUPATIONAL 
HEALTH PROGRAM 

We are committed to assuring that BLM 
employees work in a safe and healthy envi- 
ronment. 

We administer the Industrial Hygiene Pro- 
gram and provide consultation to BLM 
staff on hazardous waste and materials. 

We perform job hazard analysis and con- 
duct safety and health training and inspec- 
tions. 



Bureau of Land Management^ 

public: 
lands! 





USE i) SHARE -d APPRECIATE 



U. S. Department of the Interior 

Bureau of Land Management 

222 West 7th Avenue #13 

Anchorage, Alaska 995 1 3-7599 

Branch of Human Resource Management 
(907)271-5043 

Equal Employment Opportunity Office 
(907) 271-5066 



TO SMOKE OR NOT TO SMOKE 

Smoking is de&ied as a lighted cigar, cigarette, pipe, or any other lighted tobacco 
product The Government policy is that smoking is to be held to an absolute 
minimum in areas where there are non-smokers. Agency heads have been given 
the responsibility to determine, in consultation with employees, which areas are to 
be smoking areas and which areas are to be non-smoking areas. If you wish more 
information on this topic you may refer to the Code of Federal Regulations, Title 
41, Part 101-20, Office Smoking Policy. 



Contact: Employee Relations 
Reference ; CFR Chapter 101-20.109-10 
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POUCY 

Policies exist on almost every aspect of Bureau business. These Bureau policies 
help insure consistency in how issues are addressed. You need to be aware of 
them and be sure you know and imderstand those which in any way affect you 
and/or the performance of your job. 

BLM in Alaska uses both an Aimual Work Plan and a longer range Five-Year Plan 
to establish direction. These plans contain general policies and guidance relative to 
the work to be accomplished. Instruction Memoranda guide actions during a more 
limited time. They often have the most specific policy guidance on a topic 

Policy statements are included in every BLM Manual Section, and can be reviewed 
at any time. Certain pertinent Manual sections will probably be found in your 
work area. Other sections of a more general nature are permanently located in 
your local Records Management Section. When policies conflict or are ambiguous, 
consult your supervisor for guidance, especially in highly sensitive areas. 



Contact: Supervisor 

Appropriate District Manager or Deputy State 

Director 

Branch of Human Resource Management 

Branch of Office Services 



Reference: BLM Maniials 
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BUDGETING 
ANNUAL WORK PLAN 

Depending on your position in the organization, you may be called upon to 
develop a fiscal year budget for your area of responsibility. You may need to 
submit program needs including estimated travel expenses and equipment and 
procurement needs to your District Manager, Division Qiief, or Branch Chief when 
called for. In addition, be sure you keep good records of the progress and 
accomplishments for which your work group is responsible. 



Contact ; Supervisor 

Program Analyst. 



Reference: BLM Manual 1680 
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THE COMBINED FEDERAL CAMPAIGN 

The Combined Federal Campaign (CFC) is a "once a year" charitable solicitation 
among Federal dviiian and military employees. Any health or welfare agency - 
organized, qualified, and recognized by the Internal Revenue Service under 26 
U.S.C. 501 (c), (3) — is eligible to receive employee contributions through the CFC. 
CFC's general campaign kick-off is in the fall of each year. Contributors may 
contribute by cash, check or payroll deduction, and may designate the specific 
agency or agencies to which all or part of their donation is to be given. All 
donations are tax deductible. 




Contact: Supervisor 

Public Affairs 
HRM, Staffing Section 



Reference : Annual CFC Brochure 
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LAWSUITS AND THE FEDERAL EMPLOYEE 

All Federal employees must be aware of the possibility that they can be sued at 
some time in their career. It is important that they also learn how to protect 
themselves if, and when, they become involved in a legal action. A video tape on 
this subject is available in our two Learning Center locations, courtesy of the BLM 
State Office in Portland, Oregon. The video, developed by The Portland Federal 
Executive Board, covers actions for which Federal employees can be sued, the 
process of litigation, what protections are available for Federal employees, and 
what Federal employees can do about lawsuits. 



Contact: Supervisor 



Reference : Federal Employees Liability Reform and Tort 

Compensation Act of 1988 
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PERSONAL TELEPHONE CALLS 



The General Services Administration has amended the poiiqr 
on use of Government telephone systems. The new policy 
makes some major changes that all employees should be 
aware of. 

Employees are authorized to make reasonable but limited, 
use of Govenunent telephone systems for necessary personal 
calls that are consistent with the following criteria: 

- The call does not adversely affect the performance of official duties by 
the employee or the employee's organization. 

- It is of reasonable duration and frequency. 

It reasonably could not have been made at another time. 

It is provided for in a collective bargaining agreement which was 

negotiated prior to issuance of the GSA regulation. 

Examples of circumstances that may constitute authorized use are: 

Calls to notify family, doctor, etc when an employee is injured or 

becomes ill on the job. 

Calls to notify family of schedule change when employee is in travel 

status. 

An employee traveling for more than one day in the U.S. makes a 

brief caR to his or her residence for other compelling reasons. 

An employee is required to work overtime witiiout advance notice 

and caUs to advise family for transportation, child care arrangements 

or late arrival home. 

An employee makes a brief call within the local commuting area to 

speak to a spouse or minor children (or those responsible for their 

care) to ascertain status or convey an virgent message. 

- An employee makes brief calls to locations within the local 
commuting area that can only be arranged during working hours. 

The Department has advised that calls made on commercial lines while in travel 
status more than one night are allowed. Reasonable efforts should be made to use 
a govenunent telephone. Reimbursement should be claimed on travel vouchers in 
the same manner, with approvals, as other business calls in accordance with BLM 
Manual Section 1382.82D. Reimbursement for authorized calls is limited to an 
average of no more than one call for each night in travel status. 

Contact: Employee Relations 
Office Services 
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BLM LIBRARY 



The Alaska Resources Library is located on the first floor of the new Federal 
Building. The library is open to all Bureau of Land Management employees, as 
well as other federal employees and the public The Resources Library specializes 
in natural resources of Alaska and has material on land management, biology/ 
geology, botany, archeology, petroleum, minerals, and many other resource related 
subjects. The library also serves as the legal library for BLM employees witii the 
VS. Code, U.S. Statutes, Code of Federal Regulations, Federal Register, Alaska 
Statutes, etc 

Employees of BLM may check out materials, seek reference assistance either in 
person, by telephone or through the mail and use the books and journals in the 
library. There is a photocopier, as well as fiche and fllm copier, for those 
materials which do not leave the library. If the library does not own the item 
needed, it wiU be borrowed from another library on inter-library loan. If the 
employee is stationed outside the Anchorage area, the library will mail the books 
out to the employee. 

A reference librarian is always on duty to help employees use the library to its 
maximum capabilities. If you have a question or need research materials, please 
call, write or stop in at the BLM library. 



Contact: BLM Librarian, 271-5025 



Reference; BLM Manual 1279 
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THE SECRETARY OF THE INTERIOR 
WASHINGTON 



JUL 5 



\^ 



Memorandum 

To: All Employees 
From: The Secretary 
Subject: Drug Free Workplace 



AJ^.*JcC^^^^ 



On September 15, 1986, the President signed Executive Order 
12564, Drug-Free Federal Workplace, establishing a policy 
prohibiting the use of illegal drugs by Federal employees, 
whether on duty or off duty. 

The Executive Order recognized that illegal drug use is having 
serious adverse effects upon a significant proportion of the 
national work force and results in billions of dollars of lost 
productivity each year. The use of drugs on some jobs also 
endangers our lives and the lives of the public, as well as 
those dear to us. The Federal Government, as the largest 
employer in the Nation, has a compelling proprietary interest in 
establishing reasonable conditions of employment. The intent of 
the policy is to offer drug users a helping hand and, at the same 
time, to state unequivocally that drug use will not be tolerated 
by Federal employees. 

We fully appreciate that some of you have some concerns about 
this program; however, we want to assure you that the program has 
been designed with the utmost concern for maintaining each 
individuals' s privacy and dignity. We ask your coapXete 
professional and personal, dedication to achieving a druga>free 
workplace. Help us make this program work for the sake of you, 
your family, and the public. 

The Department of the Interior's Drug-Free Federal Workplace Plan 
mandates eo^loyee and supervisor education, both mandatory and 
voluntary drug testing, confidentiality, and an employee 
assistemce program. Pursuant to Executive Order 12564 and the 
Department of the Interior (DOI) plan, DOI employees are hereby 
notified that drug testing will begin no sooner than 60 days from 
the date of this notice. A second, individual notice also will 
be distributed to each employee in a sensitive position 
designated for random testing at least 30 days before testing 
begins. This individual notice indicates that the position has 
been designated a "testing designated position" (TDP). 
Approximately 25' percent of the Department's positions are 
testing designated positions. 
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These include numerous top management, law enforcementr 
regulatory / aviation, vehicle operation, and administrative 
positions. To show support for the program, the Under Secretary 
and I and most of our immediate staff are in testing designated 
positions. We will be subject to the same rules and procedures 
as all other employees. Also, like every other employee 
occupying a TDP, we will receive no advance notice other than the 
30-day individual notice, and our samples will receive no special 
treatment, but will be handled under the Department of Health and 
Human Services (HHS) Scientific and Technical Guidelines which 
apply to all tests. 

In addition to random testing, other types of testing will 
include: reasonable suspicion, accident or unsafe practices, 
applicant, and rehabilitation follow-up testing. Employees may 
also volunteer to have their position placed in the TDP pool for 
random testing, even if not identified for rsmdom testing. The 
drugs to be tested for are marijuana, cocaine, opiates, 
ampheteunines , and phencyclidine (PCF). 

In accordance with standards and the requirements established by 
HHS, the drug testing program will use the most up-to-date 
scientific and technical procedures. The laboratory assessment 
is a series of tests which are highly accurate and reliable. If 
initial screening tests positive, that sample will be retested 
using an extremely accurate confirmation test. As an added 
safeguard, these second verified positive results will be 
reported to the Department's Medical Review Official for review. 
Strict chain of custody procedures will be followed throughout 
the testing process. 

When a verified positive test result has been returned by the 
laboratory, the Medical Review Official (MRO) may choose to 
conduct employee medical interviews , review employee medical 
history, or review any other relevemt biomedical factors. Also, 
the MRO must review all medical records made available by the 
tested employee when a confirmed positive test could have 
resulted from legally prescribed medication. 

Every employee found to use illegal drugs shall be referred to 
the Department's Employee Assistance Progreun (EAP). The EAP 
shall be administered separately from the testing program and 
shall be available to all employees without regard to a finding 
of drug use. The EAP shall provide counseling or rehabilitation 
for all referrals, as well as education and training regarding 
illegal drug use. The EAP is available not only to employees, 
but, when feasible, to the families of employees with drug 
problems, and to employees with family members who have drug 
problems. Contact with counselors may be made directly through 
existing bureau arrangements or through the servicing personnel 
office. Although EAP contacts vary in each bureau, you may also 
locate their telephone numbers by calling 1-800 -627-DRUG for the 
information. 



Additionally, action shall be initiated to discipline any 
employee found to use illegal drugs. In accordance with the 
section on voluntary referral in the Department's Drug-Free 
Workplace Plan, if an employee voluntarily admits his or her use 
prior to being identified as a user of illegal drugs, completes 
counselling or an EAP, and thereafter refrains from drug use, 
such discipline is not required. The initiation of disciplinary 
action shall be consistent with the Civil Service Reform Act and 
other statutes, 0PM regulations, and Chapter 370 DM 752 of the 
Departmental Mamual, and may include any of the full range of 
disciplinary actions, from written reprimand to removal. 

Confidentiality is a critical aspect of the Department's plan. 
Positive test results verified by the Medical Director may only 
be disclosed to the employee, the appropriate EAP administrator, 
the appropriate management officials necessary to process adverse 
action against the employee, or a court of law or administrative 
tribunal reviewing an adverse personnel action. 

Management will seek ways to the extent practical to involve, 
where appropriate, bargaining unit representatives in program 
implementation . 

Thank you for your support in this effort to provide a better 
work environment while carrying out our responsibilities in ' as 
safe and responsible a manner as possible for the citizens of 
this country. 





'\ United States Department of the Interior 

■ ' BUREAU OF LAxNT> MANAGEMENT 

ALASKA STATE OFHCE " 
222 W. 7th Avenue, #13 

.\NCHCRAGE,AL,\SKA 99513-7599 1400-792 (971) 



April 16, 1990 



Infotnatlon Biilletln No. AK-90-94 

To: All Employees 

From: Deputy State Director for Support Services 

Subject: Physical Fitness Exercise Facilities 

Nadon-vlde interest and research in physical fitness, both in the Federal and 
private sectors, have demonstrated the universal benefits of physical 
exercise. Engaging In a program of regtilar exercise reduces risk of disease, 
lowers health care costs and improves morale and productivity. 

The encouragement of employees to participate in physical fitness exercise 
programs is one of the primary factors in the overall employee wellness 
program. Other facets of the program are employee and family counseling 
services; substance abuse awareness and prevention; and a comprehensive health 
naiatenance program including physical examinations. The contract costs for 
physical examinations £uid counseling services are currently In excess of 
$149,000 per year for BLM Alaska. 

There has been a recent renewal of employee interest in a Bureau sponsored 
physical fitness program whereby fees for physical fitness facilities might be 
paid by the Bureau and employees are provided official time in which to 
exercise. A contract for exercise facility memberships would Increase that 
cost significantly at a time when budget constraints are mandatory. In the 
future, «^en ftmdlng is available, a study will be conducted toward 
establishing a Federal-wide fitness facility in both Anchorage and Fairbanks 
with a concept similar to the Federal Child Care program currently underway- 
Private clubs and fitness facilities are not the only avenue of exercise. 
Many local recreation centers, community schools, and universities have 
excellent programs at nominal costs. Also, proven activities such as biking, 
walking or jogging require no facilities. This type of physical exercise can 
take place in a short period of time and is an excellent way of Improving 
cardiovascular capacity and overall health. 



Use of the alternate work schedules Is encouraged to acconmodate employees' 
physical fitness endeavors during the workday. However, supervisors may ^'™" 
authorize no more than one and one-half hours per week of official time to 
full-time employees to engage in physical fitness activity to be matched with 
an equal amount of time spent of the employee's own time. Agreements to match 
use of personal time with official time must be negotiated before official 
time is authorized 

Employees are encouraged to engage in physical fitness pursuits suited to 
their personal goals and financial means, it is never too late to start such 
a program and to do so will benefit not only yourselves but your faalUes as 
well. 

InfozBatlon on agreements for the use of official time may be obtained from 
Bonnie Johnson in Human Resource Management at 271-3171. 




<J 




United States Department of the Interior 

Bureau of Land Management 

Alaska State Office 

222 W. 7th Avenue, #13 

Anchorage, Alaska 99513 



1703 (933) 
April 24, 1990 



Instruction Memorandum No. AK.-90-184 
Expires: 9/30/91 



To: All Employees 

From: State Director, Alaska 

Subject: Hazardous and Solid Waste Minimization Policy for Alaska 

Sunday, April 22, 1990, marked the 20th anniversary of the first Earth Day. 
This anniversary is also being used as a launching point for what has been 
identified as the "decade of the environment." There have been a number of 
polls confirming that the American public has an increased concern about the 
environment and hazardous materials. A major report was published on February 
7, 1990, by the National Governors Association and National Association of 
Attorney Generals titled "From Crisis to Commitment: Environmental Cleanup and 
Compliance at Federal Facilities." The report challenges the Federal 
Government to improve and accelerate its commitment to the cleanup and 
protection of federal lands Jind facilities. 

The BLM's mission statement acknowledges "As the Nation's principle land 
managing agency, ELM also has the responsibility to manage hazardous materials 
as they may effect the public lands." ELM Alaska currently mcuiages 92.9 
million acres of land. Understandably, this is a monumental challenge that 
faces us all. One of the best places to start is at "home" with the internal 
ELM waste stream and disposal of hazardous waste we generate. The Resource 
Conservation and Recovery Act requires all agencies to minimize their internal 
waste generation through conservation, proper recycling and reuse of hazardous 
materials 

As a general policy ELM Alaska will: 

Procure only what is reasonable and required for an activity to 
avoid accumulation of excessive amounts of unused hazardous 
materials which could become a waste subject to RCRA disposal 
requirements. 



Use alternative non-hazardous chemical products instead of 
hazardous materials wherever practical. 

Seek processes that use fewer or no chemicals to accomplish the 
same task and to recycle hazardous materials we generate. 

Utilize the most environmentally sound approved disposal method of 
hazardous waste. 

Strive for improved waste handling practices and hazardous waste 
segregation. 

Dispose of hazardous waste in a timely fashion. 

Encourage paper sind other materials to be recycled within the work 
place. 

Establish paper emd other recyclable material management program 
within the work place. 

Promote working partnerships with the state, local communities, 
and other federal agencies to participate in waste reduction 
programs. 

Minimizing hazardous and solid waste generated by BLM facilities has an 
obvious economic incentive and environmental £uid social benefit. The cost for 
disposal of hazardous waste in Alaska is extremely expensive and options are 
extremely limited. Reducing toxic chemical risk is an effective way to reduce 
the Bureau's liability and is good policy. 

There will be an increased effort made to provide adequate training to assist 
you with the task at hand. 

This is a program that requires everyone's commitment and cooperation. We 
have an opportunity to make a positive impact to the environment, state, and 
local community. I am formally soliciting suggestions from all employees for 
the reduction of hazardous materials within our work place and implementation 
of this program for BLM Alaska. Please submit your written suggestions to 
Wayne Svejnoha (AK 933). 



c^^^^/^ 



Lester K. Rosenkrance 
Associate State Director 



GEilERAL SERVTCES AEMINI STRATI CN 

IRMS, 9KMr-10Nl 

222 West 7th Avenue, #35 

Ancnorage, AK 99513-7583 

Anril IS, 1990 



MEMORANDUM FOR Federal Agency Telephone Coordinators 

Anchorage I, Alaska 

FROM Susan E. Pentertcn':iJLc<24viiSii::Jfc*n^ti.;6?>\^ 

TeleccDnuni cations Systems Manager 

SUBJECT FrS2000 Dialing Instructions/Testing 

Enclosed for your infonnation are the FTS2000 dialing instructions for your 
location. Cutover of the new FrS2000 network will take place Friday, April 
27th, at approxinately 5:00pm. Please be certain that all enployees are aware 
of these changes to the dialing instructions prior to the actual cutover. 

In addition, we request your assistance with the post-cutover testing of the 
FrS2000 network. If each user will dial the designated FTS access code for 
your agency (77 or 78) and 988-1234, thsy will get a recording welcoming them 
to FTS2000 and indicating vAiether they have readied Network A or Network B. 
If you are unable to reach the prcper network, please call our office at 
x5566. Please make every effort to have eacn line in your office verified ty 
close of business Monday, April 30th. 

Thank you for your assistance and continued cooperation. If you shauld have 
ar^ questions regarding this memorandum, please call we at 271-3628. 



FT32000 Dialing Ir:szrjct:ions 

Anchorage I, 222 W. ~zn Avenue 

Effective April 30, 1990 



Local Anchorage nuicbers 

Other Alaska cities & the Lower 48 



9 + commsrciai number 



77 or 78 + FTS nuntoer 



Conner cial 



77 or 78 + area cxjde + connnsrcial number 



Operator assist calls 

Toll free calls 

Direc-cr/ Assistance - LDcal 



9 + + area code + commercial niimber 
9 + 800 + number 
9 + 411 



Directcriy' Assistance - Long Distance 77 or 78 + area code + 555-1212 
Trouble calls x5566 



Use "78" if calling from: 

I^etwork B - Sprint 

General Services Administration 

Housing and Urban Development 

Justice 

Labor • 

National Labor Relations Board 

National Transportation Safety Board 

Office of Personnel Management 

Small Business Administration 

Treasury 

U. S. Courts 

Veterans Affairs 



r**************************************************************** 



use "'77" if calling from: 

Kerwork A - ATScT 

AgricLzlfjre 

Commerce 

Congress 

Defense 

Energy 

Environmental Protection Agency 

Health and Human Services 

Interior 

Trans Dcrtation 



Anchorage (271) 868 

Anchorage (261) 869 

Fairbanks (456) 870 

Juneau (586) 871 



Alaska FTS Prefixes 

USFW/Anch (786) 869 

BLM/Fl*:s (356) 870 

BUVFbks (474) 870 

USFS/Sitka (747) 871 



PHS/Anch (257) 868 

NPS/Anch (257) 86^ 

BLM/Anch (2&7) 8{ 

USGS/Anch (561) 86o— - 



****************************************************************************** 



Rev. 4/9/90 



United States Department of the Interior 

Bureau of Land Management 

Alaska State Office 

222 W. 7th Avenue, #13 

Anchorage, Alaska 99513 



1400-550.3 (930) 

April 23, 1990 

Information Bulletin No. ak-90-104 

To: All Employees 

From: State Director, Alaska 

Subject: 1990 Savings Bond Campaign 

It is my pleasure to announce that the Department of the Interior will start its annual U.S. 
Savings Bond Campaign on May 1st 

Savings Bonds are a proven method of investing in your future, ^th their market-based rate, 
savings bonds guarantee a continuously fair return on your money (bettCT than savings 
accounts). By utilizing a payroll deduction, you can save easily and painlessly. 

A fantastic new feature of savings bonds, beginning in 1990, is that they may be tax exempt 
from Federal tax if they are redeemed during the year that tuition and fees are paid to 
colleges, universities, and qualified technical schools. The bonds are already exempt from 
State and local taxes. What a way to save for the future education costs of your kids or 
grandkids...or yourself. 

A very pleasant person will soon be handing you some savings bonds brochures and a sign up 
card for new or increased allotments. I encourage you to invest in yourself through purchase 
of U.S. Savings Bonds. 




ALPHABET SOUP 

(Worldly Acronyms) 



A&E Architectural and Engineering BM 

AA Affirmative Action BOA 

AALMRS Alaska Automated Lands & Minerals Records System BOM 

AALRS Alaska Automated Lands Records System BOR 

AAP Affirmative Action Plan/ All American Pipeline BOR 

AC AUowable Cut BPS 

ACEC Area of Critical Environmental Concern BR 

ACHP Advisory Council on Historic Preservation BRASS 

ACSM American Congress on Surveying and Mapping BSI 

AD Assistant Director BT 

ADM Associate District Manager BY 

ADO Assistant Disbursing Omcer 

ADO Alleged Discrimating Officer 

ADP Automated E)ata Processing CAM 

AE Area Engineer CAMP 

AFA American Forestry Association CAMU 

AFILMS Automated Federal arui Indian Lease Maruigement System CEQ 

AFN Alaska Federation of Natives CER 

AFO All Field Officials CERCLA 

AF5 Alaska Fire Service/American Fisheries Society 

ALA American Institute of Architects CF 

AID Agency for International Development CFR 

AlFRB American Institute of Fishery Research Biologists CG 

AIRFA American Indian Religious Freedom Act CIR 

ALJ Administrative Law Judge CJC 

ALDS Automatic Lighting Detection System CMA 

ALMRS Automated Land & Mineral Records System CO 

AM Area Manager COAR 

AMA American Motorcycle Association COB 

AMP Allotment Management Flan COE 

ANCSA Alaska Native Claims Settlement Act COR 

ANGTS Alaska Natural Gas Transportation System COT 

ANILCA Alaska National Interest Lands Conservation Act CPDF 

ANLA American National Livestock Association CPU 

ANWR Arctic National Wildlife Reserve CR 

AO Admiiustrative Officer or Authorized Officer CRMP 

AO Area Office 

AP Activity Plan CRT 

APD Application for Permit to Drill CSC 

ARS Agricultural Research (USDA) CUBE 

ASAP As Soon As Possible CUDDO 

ASCE American Society of Civil Engineers 

ASD Associate State Director CX 

ASFMRA American Society of Farm Managers and Rural CY 

Appraisers CZMA 

ASRM American Society of Range Management CZMP 

ASO Alaska State Office 

ASTM American Society for Testing Materials 

ASTP Annual Timber Sale Plan DAD 

ASVT Applications Systems Verification Test DAT 

ATROW Access and Transportation Rights-of-Way DBM 

ATTN Attention DD 

ATV All-Terrain Vehicle DD 

AUM Aiumal Unit Month DDB 

AWOL Absent Without Leave DDP 

AWP Annual Work Plan DED 

DEIS 
DFC 

BLA Bureau of Indian Aliaiis DLA 

BIFC Boise Interagency Fire Center DLE 

BIG Blacks In Government DM 

BLM Bureau of Land Management DM 

BLS Bureau of Labor Statistics DO 



Bench Mark 

Basic Ordering Agreement 

Bureau of Mines 

Bureau of Reclamation 

Bureau of Outdoor Recreation 

Bureau Planning System 

Branch 

Bonus & Rental Accoimting Support System 

Baseline Studies Initiated 

Bearing Tree 

Budget Year 



Construction and Maintenance 

Campaign Against Marijuana Planting 

Classification and Multiple Use Act 

Council on Environmental Quality 

Categorical Exclusion Review 

Comprehensive Envirorunental Response 

Compensationand Liability Act (of 1980) 

Central Files 

Code of Federal Regulations 

Comptroller General 

Color Infrared 

Compare Job Code 

Cooperative Management Agreement 

Contractiitg Officer 

Contracting Officer's Authorized Representative 

Close of Business 

Corps of Engineers 

Contracting Officer's Representative 

Color of Title 

Central Personnel Data File 

Central Processing Unit 

Cultural Resources 

Cultural Resource Management Plan/ 

Coordinated Resource Management & Plaiuting 

Cathode Ray Tube 

Civil Service Commission (Currently OPM) 

Cooperative Users of Burroughs Equipment 

Communitization Unitization, Drainage, 

Devekjpment and Determination 

Catagorical Exclusion 

Calendar Year 

Coastal Zone Management Act 

Coastal Zone Maruigement Plan (or Program) 



Deputy Assistant Director 

District Archaeological Technician 

Data Base Management 

Deputy Director 

Due Date 

Directive Digest BuUetin 

Detailed Development Plan 

Data Element Dictionary 

Draft Environmental Impact Statement 

Denver Federal Center 

Desert Land Application 

Desert Land Entry 

District Manager 

Departmental Manual 

District Office 



DOD Department of Defense 

DOE Department of Energy 

DOI Department of Interior 

DOJ Department of Justice 

DPP Development Project Proposal 

DPS Dependent Project Survey 

DRD Detailed Requirement Definition 

DSD Deputy State Director 



e.g. For Example 

EA Environmental Assessment 

EAR Environmental Analysis Record/ 

Environmental Assessment Report 

EDS Employee [>evelopment Specialist 

EEO Equal Employment Opportunity 

EEOC Equal Employment Opportunity Commission 

EEOM Equal Employment Opportunity Manager 

EFF Emergency Fire Fighter 

EIS Environmental Impact Statement 

EMARS Eneigy Minerals Activity Recommendation System 

EO Executive Order 

EOD Entered on E>uty 

EOY End of Year 

EPA Environmental Protection Agency 

EPES Environmental Protection and Enhancement System 

ER Employee Relations 

ERA Equal Rights Ameivlment 

ERts Energy Research Technology Satellite 

ERIS Energy Research Information System 

ERM Employee Relations Manager 

ERS Employee Relations Specialist 

ES Environmental Statement 

ESO Eastern States Office 

et aL and Others 

ETA Estimated Time of Arrival 

ETD Estimated Time of Departure 



FAA Federal Aviation Admiiustration 

FAR Federal Acquisition Regulations 

FEIS Final Environmental Impact Statement 

FEORP Federal Equal Cbportunity Recruitment Plan 

FERC Federal Energy Regulatory Commission 

FF5 Federal Fiiuuidal System 

FIO Fire Information Officer 

FLO Federal Land Ownership 

FLPMA Federal Land Policy and Management Act 

FLUP Free Land Use Permit 

FMO Fire Management Officer 

FMP Forest Management Plan 

FMS Financial Management System 

FOGRMA Federal Oil & Gas Royaltv Management Act 

FOIA Freedom of Information Act 

FONSI Finding of No Significant Impact 

FPA Federal Power Act 

FPAS Federal Property and Administrative Service Act 

FPC Federal Power Commission 

FPL Full Performance Level 

FPM Federal Personnel Manual 

FPMR Federal Property Management Regulations 

FPR Federal Procurement Regulations 

FR Federal Register 

FRC Federal Records Center 

FS Forest Service (also USPS) 

FTE-P Full Time Equivaknt - Permanent 

FTE Full Time Equivalency /Full Time Equivalent 

FTE-O Full Time Equivalent - Other 

FTS Federal Teleoommimication System 

FUP Free Use Permit 



fWP Federal Women's Program 

FWPM Federal Women's Program Manager 

FWS Fish and Wildlife Service 

FY Fiscal Year 

FYI For Your Information 



GAO General Accounting Office 

GEM Geology Energy & Mineral Resources Program 

CIS Geographic buormation System 

GM General Management (Pay Schedule) 

GME General Management Evaluation 

GPO Government Mntiiui Office 

GS Geological Survey/General Schedule 

GSA General Services Administration 

GTR Govenunent Transportation Request 



HASC Hydroelectric Assessment Steering Committee 

(NWPPC) 

HEP Hispanic Employment Program 

HEPM Hispanic Empbyment Program Manager 

HMP Habitat Management Plan 

HQ Headquarters (Washington Office) 

HRDC Human Resource Development Committee 

HRM Human Resource Management 

HUD Housing and Urban Envelopment, Department 

Le. That is, Such as 

I&E Information aiul Education/Inspection and 

Enforcement 

I&P Inventory and Plaiming 

lAC Insurance Awards Committee 

lAMS Initial Attack Management System 

IB Information Bulletin 

IBCA Interior Board of Contract Appeals 

IBLA Interior Board of Land Appeals 

ICCC Interagency Cadastral Coordination Coimdl 

IDP Individual Development Plan 

IDT Interdisciplinary Team 

IFA Industrial Forestnr Association 

IG Inspector General 

IM Instruction or Information Memorandum 

INC Incident of Non-Compliance 

INT Interior 

IPMR Interior Proper Management Regulations 

IPR Interior Procurement Regulations 

IPSR Indian Power Site Reserve 

IR Infrared 

IRM Information Resource Management (Division of) 

IRWA Intematioiuil Rights Of Way Association 

ITP Individual Training Plan 

rWLA Izaak Walton League of America 



KGRA Known Geothermal Resources Area 

KGS Known Geologic Structures 

KLA Known Leasing Area 

KRCRA Known Recoverable Coal Resource Area 

KSA Knowledge, Skills and Abilities 

KSLA Known Sodium Lease Area 



L&RR Lands and Renewable Resources 

LAM Lands and Minerals 

LANDSAT Satellite Imagery 

LWCF Land and Water Conservation Fiud 

LD Land Decision 

LEXDD Last Day of Duty 

LLA Land Law Assistant 



LLE Land Law Examiner 

LIS Land Information System 

LMR Labor Management Relations 

LMRO Leasable Mineral Resource Occurrence 

LMU Logical Mining Unit 

LUP Land Use Permit 

LWOP Leave Without Pay 



M-AFS Manager Alaska Fire Service 

MBF Thousand Board Feet 

MBO Management by Objectives 

MC&W Meetings, Conferences and Workshops 

MDC Miscellaneous Documents Clerk 

MDE Miscellaneous Documents Examiner 

MDP Management Devebpment Program 

M-FSC Manager Fairbanks Support Center 

MFP Managemei\t Framework Plan 

M&L Management and Leadership (Bureau Career Training) 

MLSM Mining Law aitd Saleable Minerals 

MLR Management of Lands and Resources 

MMBF Million Board Feet 

MMS Minerals Management Service 

MOA Memorandum of Agreement 

MOP Maintenance Operatii\g Plan 

MOU Memorandum of Understanding 

MSHA Mine Safety and Health Administration 

MSPB Merit System Protection Board 

MTP Master Title Plats 

MW Megawatt 

MYR Midyear Review 



NAHC Native American Heritage Commission 

NARS National Archives aiul Records Service 

NBEI Non-Bureau Energy Initiatives 

NCSS Natioiud Cooperative Soil Survey 

ND Nominnations Due 

NEPA National Environmental Policy Act 

NES Not Elsewhere Specified 

NFYP Normal Fire Year Plan 

NGCN National Geodetic Control Network 

NGPA Natural Gas Policy Act 

NHPA Natioiul Historic Preservation Act 

NIA Notice of Intent to Abandon (O&G) 

NID Notice of Intent to Drill 

NIMS National Interagency Incident Management System 

NLT No Later Than 

NOA Notice of Availability 

NOE Not Open to Entry 

NOI Notice of Intent 

NOL Not Open to Lease 

NOM Not C^en to Mining 

NORA Notice of Realty Action 

NOW Natioiud Organization of Women 

NPRA Natioiud Petroleum Reserves Alaska 

NPS National Park Service/Native Plant Society 

NRDC National Resources Defense Council 

NRHP National Register of Historic Places 

NSPE National Society of Professional Engineers 

NTE Not to Exceed 

NTL Notice to Lessee 

NTSA National Trails System Act 

NWF National Wildlife Federation 

NWMA Northwest Mining Association 

NWPPC Northwest Power Planiung Council 

NWR National WUdlife Refuge 

NWTA North West Timber Association 



O&G Oil and Gas 

OAS Office of Aircraft Services 

OB Operatiiig Budget 

OCR Optical Character Recognition 

OCS Outer Continental Shelf 

OD Organization Development 

OEO Office of Equal Opportunity 

OEPR Office of Enviroiunental Project Review 

(Department of the Interior) 

OF Official Form 

OHV Off-Highway Vehicle 

OIS Office Information System 

OJT On-the-job Training 

OMB Office of Management and Budget 

OMPB Office of Management Plaiming and Budget 

(Alaska) 

ONA Outstanding Natural Area 

OPA Office of Public Affairs 

OPF Official Personnel Folder 

OPM Office of Personnel Managemei\t 

OPS Operational Planning Systems 

ORV Off-Road Vehicle 

OSHA Occupational Safety & Health Admiiustration 

OSM Office of Surface Miiung 

OWCP Office of Workers Compensation Program 



PAA Planning Area Analysis 

PAO Public Affairs Officer (State) 

PAWP Prelimiiuiry Annual Work Plan 

PC Persoiud Computer 

PC Proprietary Confidental Information 

PCT Pacific Crest National Scenic Trail 

PD Public Domain/Position Description 

PDEIS Preliminary Draft Environmental Impact Statement 

PDP Preliminary Development Plan 

PEC Planning and Environmental Coordination 

PECS Planning and Environmental Coordination Staff 

PEIS Preliminary Environmental Impact Statement 

PET Petroleum Engineering Technician 

PFEI Preliminary Final Enviroiunental Impact Statement 

PFT Permanent Full Time 

PGW Producing Gas Well 

PI Performance Improvement 

PILT Payments in Lieu of Taxes 

PIO Public Information Officer 

PIPR Performance Improvement and Position Review 

PL Public Law/Public Lands 

PLO Public Land Order 

PMC Personnel Management Committee/Position 

Management Committee 

PMS Personnel Management Specialist 

PO Personnel Office 

POO Plan of Operation 

POV Privately Owned Vehicle 

POW Producing Oil Well 

PPA Preplanning Analysis 

PPR Prospecting Permit Reports 

PPT Permanent Part Time 

PR Public Relations 

PRIA Public Rangelands Improvement Act of 1978 

PSC Power Site Classffication 

PTC Phoenix Training Center 

PTCC Part-time Career Conditions 

PU Planning Unit 



R/W Right-of-Way (also ROW) 

R&PP Recreation & Public Purpose 

RA Resource Area 

RAH Resource Area Headquarters 

RAH Resource Area Headauarters (Detached) 

RAMP Recreation Activity Management Plan 

RARE Roadless Area Review and Evaluation 

RAW Remote Automatic Weather Stations 

RFP Reauest for Proposal 

RIP Reduction in Force 

RIS Recreation Information System 

RM Royalty Management 

RMA Recreation Management Area 

RMAS Range Management Automated System 

RMP Resource Management Plan 

RMS Records Manager System 

RNA Research Natvual Area 

ROD Record of Decision 

ROS Recreation Opportunity Spectrum 

RPA Resource Planning Act 

RPS Rangeland Program Sumouuy 

RSH Reservoir Site Reserve 

RTD Return To Duty 

RUP Recreation Use Permit 

RV Recreation Vehicle 



SA Special Agent 

SAC Special Agent in Charge 

SAM State Aviation Manager 

SC Service Center (Denver) 

SC5 Soil Conservation Service 

SD State Director 

SScD Survey and Design 

SEP Sodo-Economic FiofQe/Spedal Emphasis Program 

SEIS Supplemental EnvironmeiUal Impact Statement 

5EPA Sooo-Economic Profile Area 

SES Senior Executive Service 

SF Standard Form 

SIMAC Simulated Intensive Maiugement Allowable Cut 

SHFO State Plistorical Preservation Officer 

SIS State In-Lieu Section 

SIMO Simultaneous Oil and Gas 

SLUP Special Land Use Permit 

S&M Soil and Moisture 

SME Subject Matter Expert 

SNAP Significant Natural Area Program 

SO Secretarial Order/State Office 

SOL Solicitor 

SOP Standard Operating Procedure/Suspension of Operations 

Production 

SOW Statement of Work 

spec Prevention Control and Compensafion Program 

S&R Search and Rescue 

SRP Special Recreation Permit 

ST Small Tract 

SVIM Soil, Vegetation Inventory Method 

S&W Soil & Watershed 

SWA Soil, Water, Air 

SYU Sustained Yield Unit 



TO Table of Organization (also T/O) 

TPCC Timber Production Capability Classification 

TPEC Technical Proposal Evaluation Committee 

TUP Temporary Use Permit 

TV Travel Voucher 



UA Unit Agreement 

UM Upward Mobility 

UOA Unit Operating Agreement 

URA Unit Resource Analysis 

use United States Code 

USCA United States Code Annotated 



VRM Visual Resource Management 



W&SR 


Wild and Scenic River 


WAE 


When Actually Employed 


WAR 


Work Assigiunent Record 


WC&D 


Watershed Conservation and Devebpment 


WCB 


Will Call Back 


WD 


Work Day 


YfFlA 


Western Forest Industries Association 


WG 


Wage Grade 


WHBA 


WiU Horse & Buno Act 


WHMP 


Wild Horse Management Plan 


WJC 


Work Job Code 


WL 


Wage Leader 


WM 


Workmonth 


WMI 


Wildlife Management Institute 


WO 


Washington Office 


WOL 


Withdrawal 


WS 


Wage Supervisor 


WSA 


WiUemess Study Area 


WY 


Work Year 


YACC 


Youth Adult Conservation Corps 


YCC 


Youth Conservation Corps 


ZBB 


Zero Base Budget 



T&A Time & Attendance 

T&E Threatened and Endangered 

T&R Township and Range 

TA Travel Authorization/Temporarily Abandoned (O&G) 

T6A To Be Aimounced 

TCP Timber Cutting Permit 

TMP Timber Management Plan 

T&LS Title And Land Status 



To New Employees: 

Attached for your convenience is a memo to be used in requesting a current copy 
of the BLM-Alaska telephone directory. To obtain a copy, first contact your 
supervisor or office secretary and if one is not available from them, submit this 
memo to Lynn Stamey. 

Good luck in your new position. 



Memorandum 

To: Lymi Stamey (943) 

From: ( ) 

Subject: Telephone Directory for BLM-Alaska 



I am a new employee who has just received a copy of the "BLM and You" Orientation 
Guidebook. In order to acquaint me with the organization and give me telephone 
numbers for individuals with whom I will be in contact, I am requesting from you a 
current copy of the BLM-Alaska telephone directory. 

Thank you for your prompt assistance. 



REFERENCES/ASSIGNMENTS 

Your supervisor or sponsor will arrange for you to view several video programs 
which are an important part of your orientation. The specific programs you will 
be required to review will depend upon your past experience with other 
government agencies and the BLM. Your supervisor may also make some reading 
assignments to augment your orientation. 
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FOREWORD 




Welcome to the Bureau of Land Management. We sincerely hope you will 
find your work both Interesting and reweirding. 

"The Bureau of Land Management (BLM) is responsible for the balanced 
management of the public lands and resources and their various values 
so that they are considered in a combination that wlU best serve the needs 
of the American people. Management is based upon the principles of 
multiple-use and sustained yield; a combination of uses that takes into 
account the long term needs of future generations for renewable and non- 
renewable resources. These resources include recreation, range, tim- 
ber, minerals, watershed, fish and wildlife, wilderness and natural, 
scenic, scientific and cultural values." 

BLM was established on July 16, 1946, through the consolidation of the 
General Land Office (created in 1812) and the Grazing Service (formed 
in 1934). It is the principal administrator of the Federal public lands and 
its responsibilities Include: 

I. Managing the Nation's public lands and resources wisely, to prevent 
waste and destructive exploitation, and to preserve and protect the 
priceless heritage and destiny of the public resources in the Bureau's 
trust. 

II. Assuring the continued role of the public domain as a storehouse of 
land and resources from which future national needs can be supplied by: 

-Rebuilding and restoring the productivity of millions of acres whose 
lifegivtng topsoll and nourishing vegetation have been taken away 
by the ravages of flood, wind, fire and over-use; 

-Harvesting the products of renewable resources under sustained 
yield, assuring future generations of equal or better supply; 

-Facilitating the extraction of nonrenewable resources under condi- 
tions that prevent waste and take adequate account of future 
needs; 

-Administering mineral leasing on lands where mineral interest has 
been reserved or acquired by the United States; 
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-Administering varied programs for outdoor recreation and wildlife 
values of the public lands; 

-Serving the entire Nation, by managing these lands and resources 
under the highest standards of competence and efficiency and with 
full consideration for the quality of the envirormient. 

You are joining BLM at perhaps the most fascinating point in its history 

as we progress into this Nation's third century a new era for public 

land management. There is renewed public interest in the future of these 
lands and their resources with strong emphasis on prudent use and a 
sensitivity to environmental concerns. New and challenging demands 
are being placed on the vast resources of the 270 million acres of public 
land administered by the agency. 

To become energy self-sufficient America needs the fossil fuels that lie 
In abundance beneath these lands. American industry relies more 
heavily on the land's rich mineral resources and timber resources and 
timber harvests. Livestock production is required to help feed the 
Nation's expanded population. At the same time, the habitat of native 
wildlife must be enhanced and protected, watersheds that store water 
vital to our cities and farmlands must be safeguarded, and the solace and 
opportunities for recreation enj oyed by millions must be maintained.These 
lands also contain historical and archaeological values that must be 
preserved for future generations of Americans. BLM attempts to meet all 
of these important demands In a balanced, environmentally sound 
manner. It takes the varied skills and talents of many employees to meet 
this goal, and we are glad you are now a member of this team dedicated 
to the wisest use of our public lands. 

This handbook will acquaint you further with the Bureau and withyoixr 
responsibilities as one of its employees and as an employee of the Federal 
Government. We are sure you will find It a valuable source of Informa- 
tion. 



INTRODUCTION 




In this handbook you will find information about BLM, and brief 
descriptions of many phases of the Federal personnel program. It should 
answer basic questions about your rights and privileges and what is 
expected of you as a Federal employee. 

Most phases of the Bureau's personnel program are governed by Acts of 
Congress, Executive Orders, rules and regulations of the Office of 
Personnel Management (OPM). and decisions of the Comptroller Gen- 
eral. Other phases are those resulting from policies and regulations of 
the Department of the Interior and the Biireau. 

If there is anything in this booklet that is not clear to you, or if it does not 
answer your questions, you are encouraged to go to your supervisor, 
your personnel office, or your administrative office for additional infor- 
mation. 

The multiplicity of laws affecting personnel subjects so important to 
Government employees and their families are "codified" in Title 5 of the 
U.S. Code. The Office of Personnel Management, the Department, and 
your Bureau follow the subject matter classification and numbering 
system in Title 5 when issuing regulations, instructions, or guidelines. 
OPM regulations, instructions and guidelines are issued and main- 
tained through the Federal Personnel Manual (FPM) system. The FPM 
system consists of 3 components; a basic manual and more than 25 
separate supplements; FPM Letters which provide instructions and 
gtiidance to be followed pending revision of the basic FPM; and FPM 
Bulletins which give short term instructions and notices. The Depart- 
ment and the Bureau also have personnel manuals which follow the 
same Title 5 and FPM classification and numbering system. 



YOUR SUPERVISOR 




Your supervisor is your ma] or point of contact for information about your 
job and work related matters. As can be seen from all of the Information 
in this handbook, it would be impossible for any Individual to be totally 
familiar with all of the variety of benefits, requirements and processes 
within the Federal personnel system. Your supervisor, however, has 
much of this knowledge. Furthermore, he or she knows where the 
"experts'* are and from whom to get more information. Look to yoxir 
supervisor for assistance in answering questions you have and for 
dealing with problems which might occur. 



EQUAL 
OPPORTUNITY 




BLM is committed to a program to ensure nondiscrimination and 
promote equal opportunity in every aspect of Bureau policies and 
practices affecting employees and applicants for emplojmient or Bureau 
financial assistance. ITie Bureau Equal Employment Opportunity 
(EEO) program is a compliance program developed under statutory and 
regulatory requirements of the Civil Rights Act of 1964, as amended, the 
Civil Service Reform Act of 1978, and related laws and regulations. 

The goal of the EEO program is to ensure that BLM develops and 
maintains a workforce that reflects the diversity of the Nation's citizenry. 
To accomplish this goal, the EEO program strives for the elimination of 
underrepresentation and underutHizatlon of women and minorities In 
the Bureau's various Job, grade and occupational categories and In 
management and supervisory positions. This Is accomplished through 
the development and Implementation of Bureau wide and State Office 



multi-year Affirmative Emplojmient Plans. The Federal Equal Oppor- 
tunity Recruitment Program (FEORP) is a part of this plan.The Federal 
Women's Program, the Hispanic Employment Program and the Black 
Emplo5nnent Program are Special Emphasis Programs which support the 
Affirmative Employment Program Plan process. These programs are 
administered at the Bvireau and State Office levels by managers and /or 
coordinators on a full-time or collateral duty basis. 

State Directors assure that employment practices and policies are 
understood by all employees, supervisors, and managers. When con- 
flicts or misunderstandings occur, the Bureau's approach is one of 
timely, equitable resolution, problem- solving, and conciliation. 



VETERAN 
PREFERENCE 




Veterans receive preference in Federal employment when they are ap- 
pointed, and when they compete for retention during reduction-in-force 
(RIF) procedures, but not in merit promotion, transfer, reassignment, 
detail or training actions. A veteran is a person who was separated with 
an honorable discharge or under honorable conditions from active duty 
who, while in the armed forces, performed: 

- In a war, or in a campaign or expedition forwhich a campaign badge 
has been authorized, or 

- served during the period April 28, 1952 to July 1, 1955, or 

- served for more than 180 consecutive days during the period 
February 1. 1955 to October 14, 1976 

There are 7 different types of veteran preference and each has a separate 
set of requirements. Under certain circumstances a spouse, mother, 
widow or widower may also qualify for veteran preference. Disabled 
veterans receive preference ahead of other veterans. 



APPOINTMENTS 




The objectives of the Civil Service Act, in effect since 1883 , were to eliminate 
a "spoils system" and make sure that employment in the Federal service 
would be based on merit and fitness with equal opportunity to all. It is our 
objective to obtain from among available persons the one best qualified to 
perform the duties of a particular position. 

A vacant position may be filled by the promotion, demotion or reassignment 
of a qualified Bureau or Department employee, the reinstatement of a 
qualified former Federal employee; the transfer of a qualified Federal em- 
ployee from another Federal agency; or the appointment of a qualified 
applicant from a certificate of eligibles issued by the Office of Personnel 
Management. 

Whether you are a new Federal employee or came to the Bureau from 
another Federal position, you are probably serving in one of the following 
types of appointments: 

Career-Conditional — ^This kind of appointment is the first step by a new 
employee toward a career in the Federal service. If you have this kind of 
appointment, you were selected from a list of eligible applicants certified by 
the 0PM or converted to career conditional from some other type appoint- 
ment, such as cooperative education or veterans readjustment. The first 
year of your service is a probationary period and a continuation of the 
qualifying procedures. It is the final and most significant step of the selection 
process. During the probationary year, termination of your appointment 
may be effected without resorting to formal removal procedures if, for any 
justifiable reasons, your supervisors believe continuance of your employ- 
ment would not be in the best interests of the Government. The two years 
following successful completion of the probationary period serve to deter- 
mine further your desire and interest in, and acceptability for, a career in the 
Federal Government. As a career conditional employee, you are eligible for 
all employee fringe benefits from the first day of your appointment. 

Career — ^After youhave successfully completed three years of substantially 
continuous service as a career-conditional employee, your appointment is 
automatically converted to a career appointment. This offers you greater 



retention rights in RIF and priority in placement if separated because of RIF. 
It also confers the right, should you resign, to return to Federal employment 
at the same or a lower grade level, without having to recompete with other 
citizens at large. 

Temporary Limited — ^Temporary limited appointments are made for the 
specific period oftime considered necessary to get a particular job done. This 
period normally does not exceed one year but may be extended in increments 
of one year for up to four years. Such appointments may be terminated at 
any time. Temporary employees are eligible for annual and sick leave, if the 
appointment is for 90 days or more, but not other fringe benefits. 

Career Seasonal — ^These appointments are referred to as "when actually 
employed" (WAE). Individuals appointed to these positions have career or 
career-conditional status with full-time work schedules, but are placed in a 
non-work, non-pay status for a period of time during a portion of each 
calendar year. In BLM, these types of appointments normally last from 6 
to 9 months. Employees with this type of appointment are eligible for all 
fringe benefits while in a pay status. 

Excepted — ^These are appointments to positions which have been specifi- 
cally excluded from the competitive service by statute or by the 0PM. There 
are three designations for excepted positions called "Schedules." Schedule A 
positions are those other than confidential or policy-determining for which 
it is impracticable to examine, i.e. attorney. Schedule B positions are those 
other than confidential or policy-determining for which it is not practicable 
to hold a competitive examination, i.e. secret service or drug agent. Schedule 
C positions are those of a confidential or policy-determining character, i.e. 
Special Assistant to the Director, BLM. All seasonal positions in the Bureau 
are excepted through a special authority under Schedule A. (Employees 
receiving Veterans Readjustment Act or Handicapped appointments are 
also excepted under Schedule A.) Some excepted employees are eligible for 
annual and sick leave, and health and life insurance but are subject to 
procedures for retention that are different from those for career employees. 
If you are on an excepted appointment your Servicing Personnel Office 
(SPO) can advise you on your eligibility for fringe benefits. 

TAPER (Temporary Appointment Pending Establishment of Regis- 
ter) — ^This is a type of temporary appointment. It is made when there are 
insufficient eligibles on an 0PM register appropriate for filling a vacancy in 
a continuing position and the position needs to be filled before eligibles can 
be certified by 0PM. When an examination is announced to establish the 
applicable register, if the employee has not completed 3 years' service as a 
TAPER, the employee must compete successfully in the examination and be 
certified for career conditional appointment. If the employee fails to qualify 



in the examination, he/she may not be able to remain in the position. 
Employees on TAPER appointments are eligible for annual and sick leave, 
health benefits and life insurance, but not retirement coverage. 

Part-time and Intermittent — ^Employees may be appointed on a part- 
time or intermittent basis under any of the types of appointments mentioned 
above. A part time employee is one who is scheduled to work between 16 and 
and 32 hours per week under a pre-scheduled tour of duty. An intermittent 
employee is one on less than full time basis with no prescheduled tour of duty. 
Part-time employees are eligible for all fringe benefits but intermittent 
employees are not. 



PROMOTION AND 

INTERNAL 

PLACEMENT 



Placement and promotion actions in the Bureau are made on the basis of 
merit under the procedures of the BLM Merit Promotion and Internal 
Placement Plan. The plan makes it possible for the Bureau to better utilize 
and develop its employees for higher level positions. Position vacancy 
announcements are issued to inform you of opportunities to advance to 
higher graded positions and/or apply for reassignment at the same grade to 
positions offering more challenges or advancement opportunities. Some 
announcements provide opportunities for further noncompetitive promo- 
tions to higher grades with satisfactory performance and at least a year's 
experience at the grade level. These are called "career ladder" announce- 
ments. You are encouraged to apply for positions in which you are interested, 
and for which you think you possess the necessary knowledges, skills and 
abilities required for successful performance. As an employee you may be 
asked to serve on a promotion panel, an important part of the plan. 





SALARY AND WAGE 
ADMINISTRATION 



Your salary is determined by the kind of position that you hold. It may be 
set, (1) under the provisions of the Classification Act of 1949, as amended, (2) 
on the basis of rates which are paid to people doing similar work in the 
locality where you are employed, or (3) administratively. Positions in the 
Senior Executive Service are also in a separate pay system. Regardless of 
which system is used, the principle of equal pay for substantially equal work 
is observed. Most Bureau employees are covered under one of the following 
systems: 

Classification Act — ^Almost all professional, technician, administrative, 
and clerical personnel are in positions which come under the Classification 
Act. These positions are assigned a title and occupational series and placed 
in one of the "General Schedule" (GS) grades, GS-1 through GS-15. They are 
graded (classified in the appropriate title, series and grade level) on the basis 
of the level and scope of duties and responsibilities, as well as the qualifica- 
tion requirements of the work to be performed. The Congress establishes the 
pay rates for each grade in Classification Act positions. Within each grade 
there are several pay levels known as within-grade steps. New salary charts 
are distributed when pay rates change, normally each January. You will 
receive a copy of your position description (PD) containing a clear and concise 
statement of the major duties, responsibilities, supervision received and 
exercised, and other important items about the position which determine 
your classification. If you do not have a copy of your PD, contact your 
personnel office or administrative office. 

Wage Grade — ^Employees working in the trades, crafts, or laboring occupa- 
tions come under the Federal Wage System. This system provides common 
policies, systems, practices, and job grading standards for uniform applica- 
tion by all Federal installations. Wage positions normally have a WG, WL, 
or WS designation. Rates of pay are based upon prevailing wage rates paid 
by private industry for comparable work in the local area.There are separate 
grade structures for nonsupervisory (15 grades), leader (15 grades) and 
supervisory (19 grades) positions. There are five pay levels for each grade. 

Senior Executive Service — ^The Senior Executive Service (SES) was 
created by the CivO Service Reform Act of 1978. The SES is a personnel 



system with a pay, benefits and awards structure that is separate from the 
general schedule. It encompasses the majority of Federal executive manage- 
ment positions, the duties and responsibilities of which exceed in difficulty 
the GS-15 grade level. There are two types of SES positions. Those 
designated SES Career Reserved are required to be filled by career appoint- 
ment because of the nature of the responsibilities of the position. Those 
designated SES General may be filled by career, temporary or noncareer 
appointment. 

SES salary and status are personal to the employee rather than dependent 
upon the position occupied. When an SES employee moves from one SES job 
to another the salary rate does not change. Members of the SES may be paid 
at any of its 6 pay levels (designated ES levels), depending upon their 
position, qualifications, and performance. Members are also eligible for 
lump sum bonuses which can be as much as 20% of their salary and 
"Meritorious Executive" or "Distinguished Executive" awards which include 
$10,000 or $20,000 lump sum cash payments. 

Performance Management Recognition System (PMRS) — ^A major 
aspect of the Civil Service Reform Act of 1978 was the establishment of the 
concept of pay for performance, commonly known as "Merit Pay." A subse- 
quent Act, P.L. 98-615, further evolved this program into the Performance 
Management and Recognition System (PMRS). 

The PMRS applies to supervisors and management officials who are in 
positions equivalent to grades GS- 13 through GS-15 and meet the criteria for 
inclusion under applicable regulations. If your position is designated as 
covered under PMRS it is reflected with the letters, "GM" instead of "GS", 
on the employee copy of your Standared Form 50 (SF-50), Notification of 
Personnel Action, and position description. The objective of the program 
embodies the concept of pay for performance and is based on the employee's 
contribution to the employing organization. There are two criteria for 
coverage under PMRS. You are covered if you are in a position of a 
supervisory or managerial nature. You are also covered if you are in a non- 
supervisory position the responsibilities of which require or authorize you to 
formulate, determine, or influence the policies of the agency. 

An initial appointment to a PMRS covered position from outside the Federal 
service normally results in a salary equivalent to the first step of the 
corresponding grade in the General Schedule. A conversion to a covered 
position from a General Schedule position of the same grade typically results 
in the employee initially receiving the same salary as was being received 
previously. 



10 



WHEN AND HOW 
YOU ARE PAID 




You are paid every two weeks. The official pay date for the Bureau of Land 
Management is the second Thursday following the end of the pay period. 
Your pay check may be mailed to your home or other designated address or 
may be direct deposited by wire transfer directly to your account in a 
financial institution. Use of direct deposit eliminates the possibility of lost 
or stolen checks and gives greater assurance of timely receipt of pay. The 
same level of assurance cannot be provided when checks are mailed. If you 
wish to utilize direct deposit, you must obtain forms from your Servicing 
Personnel Office (SPO) and contact your financial organization. If a check 
is not received or a direct deposit not credited, you should notify your 
supervisor and SPO immediately. 



SALARY 
INCREASES 




General Schedule Employees — ^You are eligible for periodic salary 
increases if you are paid on a per annum (yearly) basis with a regularly 
scheduled tour of duty, and have not reached the maximum rate of 
compensation for yovir grade. Salary step Increases, however, are not 
automatic. You must perform your Job at an acceptable level of 
competence, which means that the quality and quantity of your work 
must merit an Increase In pay. If you meet these requirements, you 
receive salary step Increases at the Intervals shown below: 
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Waiting Period for 
Step You are in Now Advancement to Next Step 

1 , 2 or 3 52 Calendar Weeks 

4, 5 or 6 104 Calendar Weeks 

7, 8 or 9 1 56 Calendar Weeks 



Your supervisor must determine by the end of the waiting period whether 
you have been performing at an acceptable level of competence and this 
will determine whether you will receive a salary step increase. If the 
increase is denied your supervisor must notify you in writing. If there is 
a negative determination, you may request reconsideration. There are 
appeal procedures which you may pursue tf the negative determination 
is sustained after reconsideration. 

Wage Employees — ^If you are in a position covered by the Federal Wage 
System, you are entitled to receive step Increases if you perform 
creditable and satisfactory service and have not reached the maximum 
rate of compensation for your grade. Supervisors, leaders, or non- 
supervisors working full-time with a prearranged regularly scheduled 
tour of duty, receive step Increases at the completion of the intervals 
shown below: 

Waiting Period for 
Step You are in Now Advancement to Next Step 

1 26 Calendar Weeks 

2 78 Calendar Weeks 
3 or 4 1 04 Calendar Weeks 

Performance Management and Recognition System (PMRS) — ^Em- 
ployees, supervisors and management officials in grades GM- 1 3 through 
GM-15 do not receive wlthin-grade increases as such. Instead, their 
increases are given in proportion to the contribution of the individual to 
the employing organization, that is, pay for performance. If you are a 
PMRS employee, you will receive a pay adjustment the first pay period 
after October 1 of each year. You wUl receive the annual pay compara- 
bility increase given all employees, a merit Increase based on perform- 
ance and are eligible for lump sum cash awards based on the level of yotir 
performance. The system establishes the following annual Increase 
requirements: 
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General 


Merit Increase 


Performance 




Increase 


(Equals a Periodic 


Awards 


Rating Level 


(Comparability) 


Step Increase) 


(Lump Sum) 


Outstanding 


Full Amount 


Full Step Increase 


Must be given: 


(Level 5) 






2% to 10% of 
basic pay 


Exceeds Fully 


Full Amount 


If Pay Range is: 


May be awarded 


Successful 




(1) Lower 1/3 (below 


up to 10% of 


(Level 4) 




Step 4) then: Full 

step Increase 

(2) Upper 2/3 (Step 

4 or above) then: 

One-halfStep 

increase 


basic pay 


Full Successful 


Full Amount 


If Pay range is: 


Can be awarded 


(Level 3) 




(1) Lower 1/3 then: 


up to 10% of 






Full Step increase 


basic pay 






(2) Upper 2/3 then: 








One-third Step 








increase 




Minimally 


1/2 of 


No increase 


None 


Satisfactory 


comparability 






(Level 2) 








Unsatisfactory 


No increase 


No increase 


None 


(Level 1) 









All basic salary increases are limited by the maximum rate of pay (step 
10) for each grade. Performance awards may be granted at any time 
during the fiscal year (but the Department/Bureau can set specific 
dates) . An agency head may grant an award of up to 20% of base pay for 
unusually outstanding performance to employees having a summary 
performance rating of outstanding (Level 5). Other types of awards are 
discussed under "Awards." 
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LEAVE AND 

EARNINGS 

STATEMENT 




Following each 2 week pay period you will receive a leave and earnings 
statement. It wUl show yotir gross pay for the period, the amount of each 
deduction from your pay. your net or "take-home" pay, and the amount 
of annual and sick leave taken and available. 

Deductions shown on the statement will Include Federal taxes; state and 
local taxes if applicable; health benefits, life insurance, and retirement 
costs; charity, U.S. Savings Bond and thrift plan contributions; labor 
union dues; and allotment to financial Institutions. 



FEDERAL AND 
STATE TAXES 




Federal withholding tax is deducted from your gross pay and credited to 
your tax account. The amoixnt of tax withheld depends upon your gross 
earnings, and the number of withholding allowances you claim on your 
Form W-4, Employee's Withholding Exemption Certificate. If your 
marital status or the number of withholding allowances you claim 
changes, you may wish to submit a revised Form W-4 to your SPO. If the 
number of withholding allowances to which you are entitled decreases, 
you must complete a new Form W-4 within 10 days. At the end of the 
calendar year you will be given a statement. Form W-2, showing the 
amount paid to you by the Bureau during the year and the amount of 
taxes withheld. If you are a resident of the District of Columbia or of a 
state requiring state and local income tax withholdings, this deduction 
is also made from your gross pay and is shown on the Form W-2. 
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RETIREMENT 




The Federal Government currently administers two separate retirement 
systems for employees. The Civil Service Retirement System (CSRS) was 
authorized by the Civil Service Retirement Act of 1920 as amended. It 
automatically covers all employees who have a career or career-condi- 
tional appointment, or a full-time excepted appointment, or an appoint- 
ment without a specific time limit, who began their employment prior to 
January 1, 1984. Deductions from your pay for retirement benefits 
depend upon the system under which you are covered. 

The Federal Employees Retirement System (FERS) was created by the 
Federal Employees Retirement System Act of 1 986. Effective January 1 , 
1987, it automatically covers all permement employees hired after 
December 31, 1983; employees who previously worked for the Federal 
Government, but left before completing five years of service, and have 
now returned; and permanent employees hired before January 1 , 1984 
who elected to switch from CSRS to FERS during the July 1 through 
December 31, 1987 open season. The provisions of these systems are 
discussed below. 

FERS —The FERS is composed of three parts. Social Security, a pension 
plan, and a thrift (savings) plan. It is based on your age, service, salary 
and savings. If you are covered by this system you will pay into Social 
Security and the pension plan a total of 7% of your pay. ITie Bureau will 
match the contribution to Socicd Security, and pay a greater amount to 
the pension plan. The Social Security deductions will stabilize at 6.2% 
in 1989. The pension plan deductions in 1989 and thereafter wUl be 
0.8%. Both Social Security and the pension plan provide optional 
retirement, disability and survivor benefits, but the benefits are diCFer- 
ent, and each plan has different requirements for eligibility (see chart on 
page 18) 

The Bureau will also automatically place an amount equal to 1% of your 
salary into a thrift (savings) account in your name. You can also place 
up to 10% of your salary into the same account, which wHl be matched 
by the government as follows: 
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Your Contribution Bureau Contribution 
First 3% of pay $ 1 for $ 1 

Next 2% of pay $0. 50 for $ 1 

Next 5% of pay 

This money will be initially invested in a special government securities 
account, but later may be shifted at your option Into a fixed income fund 
of private sector securities, a stock index fund, or left in the government 
securities fund. All contributions to the thrift fund are tax deferred. Upon 
retirement, the funds will be available to you to use in a variety of ways. 
Also, you may borrow from your contribution to your thrift account for 
medical expenses, education, piarchase of a primary residence, or 
financial hardship. 

If you leave Federal service, you may essentially take your FERS program 
with you. Your coverage under Social Security is valid regardless of 
where you work. The funds in your thrift account can be converted into 
an IRA or placed in an approved pension plan. Your contributions to the 
pension plan can be left for a deferred annuity at age 62, or withdrawn 
when you leave the Federal service. (However, If you withdraw them, 
they cannot be replaced even if you return to Federal service.) At the time 
you leave the Federal service, your SPO will inform you of your options. 

Law enforcement officers, and firefighters have a somewhat different 
program. If you are in one of these careerfields, you should contactyour 
SPO office for specific information. 

CSRS — ^The CivU Service Retirement System Is an annuity plan that is 
based on your age, service, and salary.It also allows credit for unused 
sick leave on the basis of 22 days being equal to one month ofservice.lt 
provides for optional, disability and discontinued service retirements 
(see chart on page 18). It is funded by a deduction from your pay of 7% 
of your base salary (7 1 /2% for law enforcement officers and firefighters) 
plus a matching contribution by the Govemment.You may increase the 
amount of your annuity by making voluntary contributions to the 
retirement fund. Your personnel office can provide you Information on 
this subject. Under CSRS you may elect a fiJl annuity for yourself only, 
or a reduced annuity with survivor benefits for a spouse , or a person you 
designate as having an insurable interest. Under alternative annuity 
regulations you may elect a reduced annuity and receive in addition, a 
lump sum of your contributions to the retirement fund. The CSRS 
requires a minimum of 5 years creditable civilian service for you to 
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qualify for an annuity. However, after 18 months service, survivor 
annuities may be payable upon your death to yourwidow, widower, and/ 
or children, or a person you designate as having an insurable interest. 
If no one survives you who is eligible for a survivor annuity, a lump sum 
refund of your contributions to the retirement plan is refunded to your 
estate, beneficiaries you may have named, oryour nearest relative. Ifyou 
leave Federal service and are not eligible for an immediate annuity, you 
can obtain a refund of your contribution or, ifyou have 5 years Federal 
civilian service, leave your contributions in the plan and qualify for a 
deferred annuity when you reach age 62. Ifyou elect to receive a refund 
of yoixr contributions and later return to Federal employment, you will 
not receive retirement credit for the periods covered by the refund unless 
you are reemployed under CSRS and the refunded amount, plus 
Interest, is repayed. However, you must be reemployed within 1 year in 
order to be covered again by the CSRS system. 

Your SPO can prepare a CSRS annuity estimate for you. The amount of 
annuity payable depends primarily on your length of service and the 
average of your three highest consecutive years of basic pay, called "high 
three". However, your age, whether you make deposits for military 
service and other service when no deductions were withheld, and/or 
redeposlts for refunds, and the type annuity you select will also affect 
your rate. You can estimate your CSRS annuity by using the following 
guide. 

20 years service equals a CSRS annuity of approximately 
36% of high 3 average salary 

25 years service equals a CSRS annuity of approximately 
46% of high 3 average salary 

30 years service equals a CSRS annuity of approximately 
56% of high 3 average salary 

35 years service equals a CSRS annuity of approximately 
66% of high 3 average salary 

40 years service equals a CSRS annuity of approximately 
76% of high 3 average salary 

41 years and 1 1 months equals a CSRS annuity of 80% (which is all 
you are allowed, except for any creditable unused sick leave). 
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Age and Service Requirements for CSRS and FERS Requirement 


Syst< 
CSBS 


3in 
FERS 


Type 
Retirement 


Minimum 
Age 


Minimiun 
Service 


Special Requirements 


X 


X 


Optional 


62 


SYrs 


None 


X 


X 


Optional 


60 


20Yrs 


None 




X 


Optional 


55 


30Yrs 


None 




X 
X 


Optional 
Optional 


55-57 
55-57 


30Yrs 
lOYrs 


Minimum retirement 
age depends on date 
ofbirth 


X 


X 


Optional 


50 


20Yrs 


20 Yrs or more as 
law enforcement 
officer or firefighter 


X 
X 


X 
X 


Volxintary 
Early 


any age* 
50* 


25Yrs 
20Yrs 


0PM must authorize 
based on RIF, 
reorganization or 
transfer of functions 


X 
X 


X 
X 


Discontinued 
Service 


any age* 
50* 


25Yrs 
20Yrs 


Involimtary seperation 
not for misconduct 
or delinquency or 
removal for 
unsatisfactory job 
performance 


X 


X 


Disability 


any age 
any age 


5Yr8 
18 Month 


Injury or permanent 
disability for any 
position of same 
grade and pay in 
the commuting area 



* Annuity is reduced by 1 /6 percent for each full month (2 percent a year) 
the employee is under age 55, except in disability, firefighter and law 
enforcement retirement cases. 
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LIFE INSURANCE 




If you are eligible for, and did not waive (decline), Basic Federal Employees 
Group Life Insurance coverage, two-thirds of the cost of the coverage to 
which you are entitled is deducted from your paycheck. The other one-third 
is contributed by the Government. 

Basic Life Insurance — ^The amount of your basic life insurance coverage 
is dependent upon your age and annual salary. For employees 45 years of age 
and older, the amount of insurance coverage is $2,000 more than the nearest 
$1,000 above the annual salary, with a minimum of $10,000 coverage. 
Examples: If your salary is $10,235, your insurance coverage is $13,000. 
Your cost of this insurance is 18 1/2 cents per $1,000 coverage each pay 
period. 

For an employee under the age of 45, the same procedure is used to 
compute coverage and cost. However, additional coverage is granted, at no 
cost, by the application of a multiplication factor. Example: If you are 40 
years old, with annual salary of $36,500 , your coverage is: $39,000 
X 1.5 = $58,500. Your bi-weekly deduction is 39 x .185 = $8.22. 

Optional Life Insurance — ^Various optional life insurance coverages over 
and above the basic life insurance coverage are available to you and should 
be considered at the time you enroll for basic life insurance. If you waive 
basic life insurance coverage, or decline any of the options, opportunities for 
changing your life insurance election are limited, and are described in 
Standard Form (SF)-2817A, the Federal Employees' Group Life Insurance 
brochure, which will be given to you with a Life Coverage Election Form, SF- 
2817. You must enroll for basic life coverage to be eligible for any of the 
optional coverages. The cost of basic life is the same for all employees. The 
cost of each of the three options available depends on your age. Option A 
covers you for an additional $10,000. Option B - Additional, covers you for 
an amount equal to one, two, three, four or five times your basic pay, rounded 
to the next thousand. Option C Family, covers your spouse for $5,000 and 
each dependent child for $2,500. 

The basic life coverage and Option A, provide for double indemnity payment 
for accidental death, and payment for dismemberment for loss of eye(s) or 
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limb(s). However, the accidental death and dismemberment features do not 
apply after retirement. 

Your basic life insurance coverage continues, at no cost to you, if you are 
receiving compensation benefits because youare unable to work due to work- 
related disease or injury, and if you retire with an immediate annuity. You 
may continue the optional life insurance coverages as well, but the cost of 
these will be deducted from your compensation or annuity payments. 

To be eligible to continue basic life or any of the options while drawing 
compensation benefits or going into retirement, you must be continuously 
covered for the five year period immediately preceding these events, or your 
earliest opportunity. The five-year or earliest opportunity requirement 
applies to basic life and each of the options separately. If you wish, you may 
elect to convert your basic life insurance coverage or coverages to a private 
policy. Basic life and the options begin reducing in value at age 65, or after 
you retire, which ever is later. At retirement you may elect a lesser reduction 
of your basic life coverage but you must pay for this option. These features 
of the life insurance program are described in detail in SF -2817A. If you are 
evaluatingyour life insurance portfolio or contemplating retirement, contact 
your personnel office for assistance. 
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HEALTH BENEFITS 




The Federal Employees Health Benefits program offers you, as an employee, 
an opportunity to join certain group health benefits plans with better rates 
and better protection than may be available to you on an individual basis. If 
you are eligible and apply for health insurance, the Government currently 
pays 60% of the average high option cost of six representative plans, but only 
up to 75% of the total cost of enrollment. The amount you pay depends on 
the price of the particular plan you join. Through payroll deductions you pay 
the difference between the amount the Government contributes and the 
amount your plan costs. 

You have 31 days from the date of your appointment to enroll. Otherwise, 
you may enroll during "open season", an enrollment period announced by 
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0PM, generally at the end of each year. The amount of medical costs that 
the program will pay depends on the plan you choose. Most plans cover some 
but not all, of the costs of hospitalization, and of surgical and maternity care. 
The kinds of expenses covered, and how well they are covered, vary. 
Brochures on various plans and options are available in your personnel or 
administrative office. 

Employees on part-time tours of duty must pay their premium, plus a 
prorated share, depending on the number of hours per pay period worked, of 
the Government's portion of the premium. Health benefits coverage contin- 
ues for up to one year in leave without pay status, but the employee is 
responsible for the premiums. The payment for coverage may be made to the 
payroll office while you are in LWOP status, or may be paid by installment 
deductions from your paycheck following return to duty. You may cancel 
your enrollment or change from "self and family" to "self only" at any time. 
Re-enrollment or changes in plans or options are generally restricted to the 
open season periods. 

A change in marital status, family status, or a move from the geographical 
area of a comprehensive (local) health benefit plan, etc., may allow you to 
make a change outside of the open season period. You should contact your 
personnel office for guidance in such cases. If you leave Federal employment, 
are in a non-pay status for more than 12 months, or retire and are not eligible 
to continue health benefit coverage, you will have 31 days to consider 
converting your coverage to an individual policy. Conversion is restricted to 
the plan by which you were covered as a Federal employee, and you must pay 
the full premium amount. Grenerally, the premiums are higher, benefits are 
less, but there is no waiting period for pre-existing conditions. 



MEDICARE 
COVERAGE 




A deduction of 1.45 percent of your gross salary, up to the current social 
security wage base amount,is made to enable you to be eligible for Medicare. 
The specifics on eligibility, ages and coverage can be learned by contacting 
your nearest Social Security Office. 
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SAVINGS BONDS 




If you choose to purchase United States Savings Bonds through payroll 
deductions, the amount deducted depends upon the size and number you 
wish to purchase in a given period of time. Tfce amount of your bond 
deduction can be changed or cancelled when the current bond is paid in full. 



LABOR 

ORGANIZATION 

DUES 




If you are a member of a recognized labor organization which holds exclusive 
recognition for the unit in which you work, and you are not excluded from the 
imit under the terms of the recognition, you may volimtarily arrange to have 
dues withheld from your salary and sent directly to the labor organization. 
Once an employee has authorized direct withholding, it must remain in 
effect for at least one year. In addition, withholding can only be stopped after 
an anniversary date of its initiation. The withholding of dues is not made for 
an employee whose net salary, after other legal and required deductions, is 
not sufficient to cover the allotment for dues. This could possibly occur when 
an employee has had a period of time in a non-pay status (leave without pay, 
absence without leave, suspension, or furlough). The employee is respon- 
sible for making the payment. 
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SAVINGS 
ALLOTMENTS 




In addition to having your net pay deposited directly into a financial organi- 
zation, you may have up to two allotments of pay remitted to other financial 
organizations. However if two allotments are made they cannot be made to 
the same institution. Organizations to which they may be made include any 
commercial bank, savings bank, savings and loan association, and Federal 
or State chartered credit unions. 



CHARITABLE 
ORGANIZATIONS 




You may make regular contributions to charitable organizations through a 
payroll deduction. The Combined Federal Campaign is conducted annually 
to permit you to select an approved charity to which you wish to make a 
voluntary contribution. You may also contribute to these charities by 
making a lump sum payment. 



JULY 



i. 1. i. i. I. i. i 



LEAVE 



There are two kinds of leave for an approved absence from work, with pay 
and without pay. There are several types of leave with pay, but the two most 
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commonly taken are annual leave for vacation and necessary personal 
business, and sick leave to cover illness or visits to your doctor, dentist, or 
ophthalmologist. All time is charged in 15 minute increments. 

As an employee of the Bureau you are subject to the standard Government 
leave regulations unless you are: (a) on a temporary appointment engaged 
in construction work at hourly rates; (b) appointed without compensation; (c) 
paid on a "fee" basis; (d) on an intermittent appointment and a regular tour 
of duty of one or more days during each administrative workweek has not 
been established; or (e) on a temporary appointment for less than 90 days. j 

Annual Leave — The leave system increases annual leave benefits as length | 

of service increases. Full-time employees earn annual leave as follows: 

Amount of Service Earned Leave Per Year 

Less than 3 years 13 Days (4 hours biweekly) 

3 to 15 years 20 Days (6 hours biweekly)* 

Over 15 years 26 Days (8 hours biweekly) 

* plus 10 hours the last pay period of the calendar year. 

Normally, part-time employees with 15 years or more service earn one hour 
of annual leave for each 10 hours in a pay status; those with three but less 
than 15 years or more service earn one hour of annual leave for each 10 hours 
inapay status; those with three but less than 15 years earn one hour for each 
13 hours in pay status; and those with less than three years earn one hour 
for each 20 hours. 

You must secure the approval of your supervisor before taking annual leave, 
except in an emergency situation. This enables your supervisor to plan the 
work program with due consideration as to whether or not your absence 
would cause undue hardship in regard to the existing or unexpected work- 
load. The annual leave you earn is intended to provide for a vacation each 
year and for shorter periods of leave for personal reasons, such as shopping 
and leisure time activities. i 

Annual leave earned but not taken is accumulated to your credit and can be J 

carried forward from one leave year to the next. However, the maximum 
amount of accumulated annual leave which you can carry over to your credit 
from one leave year to the next is 30 days (240) hours). Members of the SES 
are not subject to the 240 hours ceiling and may carry over all of their leave. 

Employees appointed to positions not limited to 90 days or less earn annual 
leave and may begin using it after the first biweekly pay period. For 
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employees appointed for less than 90 days, annual leave is not credited for 
use unless the appointment is extended to 90 days or more. You may use the 
accrued leave immediately upon extension of your appointment. Any annual 
leave you may have earned under a previous appointment which has been 
credited to your account may also be used. 

You may be granted annual leave before it is actually earned, provided the 
circumstances justify your request and you expect to return to duty. The 
advance cannot exceed the amount that you will accrue during the current 
leave year or term of your appointment. If you have no annual leave to your 
credit, or circumstances do not justify advancing leave, upon your request, 
leave without pay (LWOP) may be granted. Except in very limited circum- 
stances, employees have no right to such leave. 

On separation from Government you will be paid a lump sum for unused 
annual leave. This payment will include any regular carry-over balance 
from the previous leave year, plus any unused leave accrued during the 
current leave year, plus any unused, restored annual leave. If you transfer 
to another position under the same leave system, your leave balance 
transfers with you. 

Sick Leave — Sick leave accrues to full-time employees on the basis of four 
hours each full biweekly period (13 days a year), irrespective of length of 
service. Part-time employees earn one hour of sick leave for each 20 hours 
in a pay status. The amount of sick leave earned is usually ample to cover 
most minor ailments during the year and also allows for gradual accumula- 
tion of leave for use in the event of a major illness. There is no maximum 
limitation on the amount of sick leave you may accumulate. You may be 
granted sick leave when you are xmable to perform your duties due to 
sickness or injury; when you undergo medical, dental, or optical examination 
or treatment; or when the proper medical authority requires that you absent 
yourself from work because of a contagious disease in the family. A doctor's 
signature may be required on Standard Form 71, Application for Leave, at 
your supervisor's discretion. Sick leave cannot be used in lieu of annual 
leave; however, annual leave may be used in lieu of sick leave. Your unused 
sick leave may be used in computing your basic GSRS (but not FERS) 
annuity when you retire. 

If you are seriously injured or ill, and your absence during such disability 
will surpass your current accumulations, you may be advanced sick leave for 
not more than 30 work days. If you are on a limited appointment, you may 
be advanced only the amount that will be earned during the remainder of 
your employment. Except in certain limited circumstances, you must repay 
any balance outstanding against your sick leave account. 
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Leave Without Pay — Leave without pay (LWOP) is an approved tempo- 
rary non-pay status from regular duties granted at your request. It is the 
practice of the Bureau to grant LWOP only when it is of mutual benefit and 
interest to the Bureau and to the employee. It may be granted for such 
reasons as education, recovery from illness or disability not of a permanent 
nature, including pregnancy, and service with non-Federal public organiza- 
tions. LWOP may not be granted for the purpose of private employment. 

In all cases LWOP must be applied for and approved in advance. You do not 
accrue sick and annual leave during any period in which your LWOP for any 
payperiod totals SOhours. You do receive CSRS retirement credit for periods 
of up to six months of LWOP taken in any calendar year. Up to six months 
LWOP per calendar year is also creditable as service completed in computing 
your annual leave category. LWOP is also creditable in computing the 
waiting period for within grade increases, when it does not exceed, in the 
aggregate: 

- Two weeks (80 hours) in the waiting period for rates 2, 3, and 4; 

- Four weeks (160 hours) in the waiting period for rates 5, 6, and 7; 

- Six weeks (240 hours) in the waiting period for rates 8,9, and 10. 

Absence Without Official Leave — ^Absence without official leave (AWOL) 
is charged when an employee is absent without advance authorization; fails 
to report for duty without prior approval of leave; does not give prompt or 
acceptable notification of absence; or does not have an acceptable excuse for 
absence. AWOL is a non-pay status and may be reason for disciplinary or 
adverse action. 

Absence For Maternity Reasons — ^The granting of leave for maternity 
reasons may involve sick leave, annual leave, and leave without pay. You 
should make known your intent to request leave for maternity reasons, 
including the type of leave and approximate dates, as soon as practicable to 
allow your supervisor time to arrange any staffing adjustments that may be 
necessary during your absence. It may also be necessary, after consultation 
with your physician, to request modification of work duties or a temporary 
assignment to eliminate those working conditions that could have a harmful 
effect during pregnancy. If you plan to return to work following delivery and 
confinement, you are assured of continued employment in the position you 
left, or one of like seniority, status and pay. The only exceptions are those 
for termination unrelated to your absence for maternity reasons, such as 
expiration of your appointment, reduction in force, or separation for cause. 
If you plan not to return, you may remain on sick leave, unless terminated 
for reasons unrelated to the maternity absence, and resign at the end of the 
period of incapacitation. However, leave without pay may not be granted 
unless you plan to return to work. 
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Absence for Paternity Reasons — ^A male employee may request annual 
leave or leave without pay to assist in caring for his minor children, or the 
mother of his newborn child while she is incapacitated for maternity reasons. 
Annual leave and leave without pay are also appropriate for an adoptive 
parent to care for a child. 

Military Leave — Up to 15 calendar days military leave may be granted 
during any calendar year to full-time and part-time (16-32 hour tour per 
week) career, career-conditional, TAPER, term, and indefinite employees 
who are members of the National Guard, or reserve components of the Armed 
Forces, when ordered to training duty. Employees who are members of 
Reserve Officer's Training Corps are not eligible for military leave for 
summer training. Such employees are put on annual leave or leave without 
pay during their training. You should make application for military leave 
well in advance of the training period of your reserve organization. Unused 
military leave, not to exceed 15 days, may be carried over to the following 
year. If you are called to duty for the purpose of providing military aid to 
enforce the law, you are entitled to military leave in addition to the leave 
granted for training duty. You should check with your personnel office 
regarding the number of days to which you may be entitled. 

Military Service — If you are other than a temporary employee and enter 
the Armed Forces of the United States, voluntarily or involuntarily, you will 
be granted a military furlough. When you return from military duty with a 
discharge under honorable conditions, you will be restored to the same 
position you left or one that is at least comparable. If you are a permanent 
employee, while you are absent on military duty you are given the same 
consideration for promotion as other employees. When you return to the 
Bureau, your salary will be set to include any promotions and within- 
grade increases that you would have received had you remained in your 
job. If you enter military service while you are serving your probation, 
the time spent in service will be counted toward completion of your 
probationary period. 

Coxirt Leave — If you have a permanent or temporary appointment with a 
prescheduled tour of duty and you are called to court as a witness or a juror 
for the federal, state, or local government, you will be eligible for court leave 
which is leave with pay, but not charged to annual or sick leave, unless you 
were on leave without pay at the time you were called. However, if you are 
acting as a witness in your official capacity, you are considered to be on 
official duty and will receive your regular compensation. If you are called as 
a witness on behalf of a private party, but not in an official capacity, you will 
be granted court leave only when a party to the case is the U.S., D.C., or State 
or local government; otherwise, you will have to take annual leave or leave 
without pay. 
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If you are a part-time employee, you are entitled to court leave only for those 
hours during which you would have been in duty status. An intermittent 
employee is not entitled to court leave. You should notify your supervisor 
immediately, if you are summoned. As a usual practice, the Bureau does not 
ask to have personnel excused from jury duty. 

Pay received for services as a juror or as a witness while on court leave may 
not be retained by you as an employee ; however pay for certain expenses 
incurred, e.g., mileage, may be. You must check with your personnel or 
administrative office as to whether you should collect the fees and what 
disposition should be made of them, if collected. 

Excused Absence — Brief periods of excused absence may be authorized 
without loss of pay and without charge to leave. Examples for such excused 
absence include blood donations, physical examinations (when the examina- 
tion is related to BLM employment or for induction into the Armed Forces), 
participation in military funerals (as a pallbearer or guard of honor) in 
ceremonies for members of the Armed Forces whose remains are returned 
from abroad or to attend the funeral of a relative killed in line of duty in a 
combat zone, and registration and voting. Brief periods of less than one hour 
and tardiness, on very infrequent occasions, may be excused if the supervisor 
finds the reasons acceptable. 

Any employee on annual or sick leave when excused absence is authorized 
for all employees may not have his annual or sick leave charged to excused 
absence. Supervisors have the responsibility of maintaining an appropriate 
work force when excused absence is authorized. Employees granted excused 
absence are compensated at their regular rate of pay. 



TRAVEL 




Travel — There may be times when you will be required to travel to perform 
your duties, or for a temporary or permanent change of duty station. All 
official travel must be authorized in advance. You will be reimbursed for all 
usual and customary transportation, meals and lodging costs based on 
established scales and the cost of livingin the area(s) in or through which you 



28 



are required to travel. If you are required to travel more than twice a year, 
you may request a Diners Club Charge Card. The charge card will cover 
major travel costs such as lodging, air or ground transportation and meals. 

If you are required to travel because of a permanent change in your duty 
station, you will be reimbursed for travel costs, and the cost of moving your 
household goods. You may also be entitled to reimbursement of real estate 
expenses if you must sell your home. 



HOURS OF WORK 




Hours of Work — ^The basic workweek in BLM is 40 hours, five eight hour 
days, Monday through Friday with a lunch period of at least 30 minutes but 
no more than one hour. The official starting time for each work day is 
normally between 7:30 and 8:00 AM, dependingupon the work station. If you 
are a full time employee you should expect to start each day between these 
hours unless management determines that alternate work schedules can be 
adopted in your organization. Hours of work will be adjusted for part-time, 
intermittent, seasonal, student, and/or handicapped employees. The Fed- 
eral Employees Flexible and Compressed Work Schedule Act of 1982 permits 
management to offer alternate work schedules. You may request your 
supervisor's approval of an alternate work schedule of eight hours each day, 
which requires being at work between 8:30 AM to 3:30 PM with each day 
starting as early as 6:30 AM or ending as late as 5:30 PM, and with a lunch 
period between 11:30 AM and 1:00 PM of at least 30 minutes but no more 
than one hour. 

If you are a member of a field crew, such as a survey crew, and a majority of 
workers on the crew desire a compressed work schedule, the crew can 
request your supervisor's approval of a compressed work schedule of four 10- 
hour days per week with one day off each week; or eight 9-hour days plus one 
8-hour day per two weeks with one day off each two weeks. 
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HOLIDAYS 




Holidays for Grovernment employees are: 

New Year's Day 
Inauguration Day 

Martin Luther King's Birthday 
Washington's Birthday 
Memorial Day 
Independence Day 
Labor Day 
Columbus Day 
Veterans Day 
Thanksgiving Day 
Christmas Day 



January 1 

January 20 every 4 years 
(Washington, D.C. Area only) 
Third Monday in January 
Third Monday in February 
Last Monday in May 
July 4 

First Monday in September 
Second Monday in October 
November 11 

Fourth Thursday in November 
December 25 



Any other day may be designated as a holiday by order of the President or 
Congress. If you work the basic Monday through Friday workweek and a 
legal holiday falls on Sunday, you are granted the following Monday as a 
holiday; if the holiday falls on a Saturday, you are granted the preceding 
Friday as a holiday. Employees assigned to other work weeks should consult 
their supervisor regarding holiday schedules. 
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OVERTIME 




Overtime — ^There may occasions when you will be requested or required to 
work overtime. Overtime is generally work beyond 8 hours a day or 40 hours 
a week. If you work overtime you will be given compensatory time ofFci 
overtime pay for the extra hours worked at the rate of one and one-half times 
your basic rate of pay. Your grade and position, and management's needs, 
determine whether you receive compensatory time off or pay for the extra 
hours worked. 

The payment of overtime is governed by the Fair Labor Standards Act and 
Title 5 of the United States Code. If you are a General Schedule (GS) 
employee and your basic rate of pay exceeds GS-10 step 1, your overtime pay 
will be computed based on that grade and step. 



SAFETY 




Management is responsible for providing safe working conditions and 
equipment, and establishing safe working procedures. You, as an employee, 
are responsible forfoUowing safe practices and encouraging your co-workers 
to do likewise. The safety of each employee is our primary concern. 
Employees who are indifferent to safety precautions and safe practices are 
a hazard to themselves and others. In addition, they endanger equipment 
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and facilities, waste money, and generally hinder work progress. You are 
encouraged to offer suggestions for safer and healthier working conditions 
and for the protection of property and equipment. 

Safety officers and committees are appointed to help promote safe working 
conditions and to eliminate or reduce job hazards. Cooperate with them. 
Your supervisor is also vitally concerned with your safety. If you observe 
situations which you consider unsafe, either correct them yourself or bring 
them to the attention of your supervisor or safety committee. Don't wait until 
an accident occurs. 



INJURY BENEFITS 




Employees who are injured in the performance of their duties are covered by 
Worker's Compensation Benefits. If you are injured on the job you are 
entitled to immediate first aid and full medical care, including hospitaliza- 
tion, without cost. Additionally, salary compensation and other benefits are 
provided in the event of disability or death. These benefits apply to all work 
injuries or diseases that result fi-om employment, except those caused by 
willful misconduct. In the event of your death resulting fi"om your employ- 
ment, survivor benefits are payable to your spouse, dependent children and/ 
or dependent parents. 

If you are injured on duty, report it, or see that it is reported, immediately 
to your supervisor. The appropriate Worker's Compensation forms should 
be completed within 2 work days of the injuries even if no incapacity is 
suffered. All injuries, even the most minor, should be reported and docu- 
mented in case medical care is needed later. Failure to notify your supervisor 
or to fill out the forms may mean that you will not be able to claim benefits 
at a later date. 
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ORIENTATION 
TRAINING AND 
EMPLOYEE 
DEVELOPMENT 




Orientation — When you first enter the Bureau, you are given an orienta- 
tion. Orientation is a joint effort of your supervisor and your local personnel 
or administrative office. Orientation helps you understand your job and how 
your office contributes to the mission and goals of the Bureau and the 
Department of the Interior as well as to assist you in understanding how 
your office interfaces with others. Also, orientation helps you become 
familiar with your rights and responsibilities as a Federal Government 
employee and the types of personnel services provided by the Bureau. 

As part of the overall process of introduction to the job and the Bureau, your 
supervisor will explain the duties and responsibilities of your job and the 
standards of performance as reflected on the Performance Improvement and 
Position Review (PIPR) Form. Your supervisor will teach you how to do your 
job and assist in every possible way. Training, therefore, begins on the job 
the day you start your new job. Periodically, throughout the year, your 
supervisor will discuss job performance and explore with you how it can be 
enhanced. Training in job related skills and knowledge can enhance per- 
formance. As training needs dictate and budget funding is available, em- 
ployees have the opportunity to participate in structured classroom training. 
Coaching by supervisors is also helpful. Self-instruction courses and small 
group training maybe available through a local Learning Center. Corre- 
spondence and computer-assisted training is also available. Courses within 
the Bureau, the Department, and other agencies as well as schools, colleges 
or universities are provided through your District and State Office. 

Your opportunities for advancement will improve as you perform your duties 
more effectively and demonstrate potential for performing more responsible 
work. Discuss your career goals with your supervisor, who will advise you 
about career opportunities in the Bureau. Consider details to other jobs and 
work group assignments. Don't overlook buildingyour skills and knowledge 
by participating in growth activities outside your job. For instance, leader- 
ship skills can be developed by serving on local charitable organization 
committees. The Bureau sponsors formal developmental opportunities at 
the Bureau and State level.Contact your local personnel or administrative 
office for details. 
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Career Development — Responding to the need for the Bureau to adapt to 
changes in its mission and to develop and use the different skills in the 
workforce, the Bureau has a formal career development program. The first 
part New Employee Orientation, is described above. The second part is 
called Employee Excellence Seminar. It emphasizes employee awareness 
of self, career planning, and Bureau programs and missions. Another 
part is the BLM Careerist which is directed toward career employees at 
or near their full performance level.This part provides opportunities 
for employees to assess their career needs and pursue their career 
goals.The fourth part. Management and Leadership Workshop, has as its 
target group employees GS-9 through GS-12 who are interested in 
supervisory/managerial training. Selections are based on competitive 
procedures through the issuance of a training announcement The fifth 
part is the Advanced Leadership Workshop. It is directed toward employ- 
ees at GS-13, 14, and 15 levels. This workshop emphasizes managerial 
effectiveness and preparation for leadership positions at District Man- 
ager, Deputy State Director levels and above. 

In addition to the training resources provided by the Bureau, employees 
should cultivate and develop self-development skills to enhance their growth 
and make maximum use of opportunities. The Bureau encourages employ- 
ees to participate in developmental activities to increase their effective- 
ness. 



PERFORMANCE 

MANAGEMENT 

SYSTEM 




You have a job to do and how well you do that job will contribute to the success 
or failure of BLM in fulfilling its mission. It may also be a crucial factor in 
the development of your career. More than likely, your job performance will 
have a significant impact on your personal life — your family, your friends, 
and your own self-image. 

Something which impacts so significantly on the goals of the organization 
and your personal life demands very close attention. It calls for answers to 
two important questions: (l)Whatisyourjob;and,(2)Howcanyoutellwhen 
your performance results in a satisfactory job? The answers to these 
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questions must be clearly understood and agreed to by at least two individu- 
als — you and your supervisor. BLM's Performance Management System is 
designed to help answer these questions. It emphasizes continuous analysis, 
evaluation, and improvement of performance. 

The appraisal process starts at the beginning of the Fiscal Year (October 1st) 
or within 30 days of your first day of work in your new job. You and your 
supervisor discuss the specific job elements that comprise your position. 
These elements are categorized as "Critical" and "Noncritical". A "Critical" 
element is one of such importance that performance below minimum stan- 
dards means that overall performance is not acceptable, and requires 
remedial action, i.e. reassignment, demotion or removal. A "Noncritical" 
element is important, but less significant than a critical element. Specific 
standards and objectives of acceptable performance are also established and 
described for the element. These elements and standards are then docu- 
mented on an established form. 

Elements may be changed or supplemented during the year as necessary by 
you or your supervisor, after conferring with each other. During the rating 
period (which coincides with the fiscal year - October 1 through September 
30), you and your supervisor will have periodic follow-up discussions about 
your performance. In this way, problems and opportunities that may arise 
are addressed in a timely manner. If it looks as though you will not be able 
to meet an objective, or an adjustment in it is necessary, it is your responsi- 
bility to notify your supervisor of the situation. 

At the end of the year, your actual performance is analyzed and evaluated, 
and you will receive one of the following summary ratings: 

OUTSTANDING "Exceeds Fully Successful"for all 

PERFORMANCE (Level 5) elements and overall performance 

is of rare, very high quality, 
producing an exceptional 
quantity of work significantly 
ahead of established schedules or 
deadlines and with very little 
supervision. 

EXCEEDS FULLY "Exceeds Fully Successful" for most 

SUCCESSFUL (but not all) critical elements and no 

PERFORMANCE (Level 4) lower than "Fully Successful" for all 

noncritical elements and overall 
performance is of unusually good 
or excellent quality producing a very 
high quantity of work ahead of 
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FULLY SUCCESSFUL 
PERFORMANCE (Level 3) 



MINIMALLY SUCCESSFUL 
PERFORMANCE (Level 2) 



UNACCEPTABLE 
PERFORMANCE (Level 1) 



established schedules or deadlines 
and with less than normal supervision. 

"Fully Successful" for all critical 
elements and noncritical elements and 
performance is of good quality, 
producing the expected quantity of work 
and meets deadlines or schedules for 
completion of work. 

"Fully Successful" for all critical 
and "Less Than Fully Successful" 
for one or more noncricical elements. 
The performance needs improvement to 
meet the "Fully Successful" level. 

"Less Than Fully Successful" for at 
least one critical element. When 
performance is "Unacceptable," 
corrective action must be taken 
consistent with required procedures. 



When you receive your rating, you and your supervisor will also discuss your 
performance and ways to improve it. This discussion will probably lead to a 
discussion of critical and noncritical elements for your position for the 
coming fiscal year. 

Employees are entitled to a review of their disputes regarding any aspects 
of the performance appraisal procedure, except the substance of job ele- 
ments and performance standards. This review must be requested within 
ten (10) working days after receipt of the summary rating. Your supervisor 
or SPO can provide you with procedural details if you wish to pursue such a 
course of action. The performance management system is aimed at increas- 
ing communication between supervisors and employees by linking perform- 
ance evaluation and job objectives together and moving away from systems 
which evaluate personalities. Most of all, it is designed to help you and your 
work unit improve performance. 

If an employee's performance fails to meet the requirements of one or more 
critical elements of his/her position, he/she is given a written warning and 
a reasonable period of time in which to demonstrate acceptable performance. 
If the employee fails to bring performance up to a satisfactory level within 
the warning period, or if the performance, after improving, slips back to the 
unacceptable level, the supervisor forwards the rating to the reviewing 
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official for concurrence and recommends reassignment, demotion, or re- 
moval, as may be appropriate. 



AWARDS 




The Incentive Awards Program of the Federal Government was established 
to improve Government operations and to recognize employees through the 
medium of incentive awards. The program recognizes and rewards you 
individually or in a group for your suggestions, inventions, superior accom- 
plishments, or other personal efforts which contribute to efficiency, econ- 
omy, or other improvements in Government operations. There are several 
types of awards for which you might be eligible and cash awards can range 
from $50 - $25,000. Supervisors are aware of these awards and eli- 
gibility criteria. Some of the various awards available to you are as 
follows: 

MONETARY AWARDS 

Sustained Superior Performance Award — ^You may be recommended 
by your supervisor for this award when your job performance exceeds normal 
requirements (would be rated Outstanding or Exceeding Fully Successful) 
for a period of at least 6 months. The amount of this one-time cash award is 
based on a percentage of your basic rate of your pay. 

Special Act or Service Award — ^You may be recommended by your super- 
visor for a Special Act or Service Award if your performance exceeds expec- 
tations or you have made a significant achievement on a special assignment 
or as part of your job function. This is a one-time cash award which is based 
on the benefits of your contribution to the agency. 

Quality Step Increase — You may be recommended by your supervisor for 
a Quality Step Increase (QSI) if your performance is rated outstanding and 
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gives promise of continuing at that level or higher. A QSI is a change in pay 
rate rather than a lump sum cash award and is in addition to the regular 
periodic within-grade pay increase which you receive. 

Suggestions — ^You are encouraged to suggest improvements in methods, 
procedures, service to the public, employee morale, health, and safety. Any 
idea that contributes to the economy, efficiency, or increased effectiveness in 
carrying out Government programs is eligible for a suggestion award. 
Suggestions should be submitted in writing to your Incentive Awards 
Coordinator. The amount of the award is based on the value of the 
suggestion. 

Inventions And Patents — Inventions made by employees are subject to 
established patent regulations. If you make or develop an invention while 
you are employed in the Department, it must be reported through your 
supervisor and the Director to the Solicitor. If the invention is a group effort, 
the report is made by the supervisor. It is usually advisable for a supervisor 
to make early contact with the nearest Office of the Solicitor. This will insure 
receiving appropriate guidance on the specific legal and regulatory factors 
involved and the methods of handling the case. Your personnel or adminis- 
trative office will provide you with full information on the procedure to 
follow. You may receive a monetary award for an invention or patent based 
on its tangible or intangible benefits. 

NON-MONETARY AWARDS 

Honor Awards — ^The Department recognizes employees who perform in a 
superior manner over a period of time or make contributions to administra- 
tion, science, or research. Departmental nonmonetary honor awards include 
the Distinguished Service Award, Outstanding Service Award, Meritorious 
Service Award, Superior Service Award, Public Service Award, Career 
Service Award, and others. These awards consist of plaques, medals, 
certificates, scrolls and are prized because of their limited number. 

Length of Service Awards — Length of service awards are presented to 
employees who complete 10, 20, 30, 40 and 50 years Federal service. These 
awards consist of a certificate plus a lapel pin, tie tack or charm. Employees 
who complete 10, 20, 30, 40 and 50 years with BLM may be presented a 
certificate for their service to the Bureau. 

Outside Awards — Federal employees are eligible for a number of honor 
awards from private foundations, boards and/or committees. These non- 
monetary awards are generally given for excellence in management, admini- 
stration or some field of science or engineering. 
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EMPLOYEE 

ASSISTANCE 

PROGRAM 




Should you encounter any emotional, personal, financial, or alcohol or drug 
related problem, you should know that help is available. The Bureau 
sponsors an Employee Assistance Program, which is a referral program that 
uses community resources to rehabilitate employees to restore them to 
optimal job performance. Should you need to participate in this program, 
you will be granted a reasonable amount of sick leave, annual leave, or 
lacking these, leave without pay for rehabilitation. There are also provisions 
for excused absences for the initial counseling session(s). Any record 
developed during the treatment is confidential and will be preserved in the 
same manner as medical records. Your job security or promotion opportu- 
nities will not be jeopardized by participation in this program. 



LABOR f^M 

MAN A GEMENT [ f^ 

RELATIONS MMM 



Title VII of the Civil Service Reform Act, effective on January 11, 1979 
established the policy and basic procedures for labor-management relations 
in the Federal Service. The Department provides further guidance to the 
Bureau as to the particular application of policy and procedures, as well as 
consultation regarding determinations, problems, and third-party matters. 

Each employee has the right to form, join and assist a labor organization or 
to refrain from any such activity. There may be no interference, restraint, 
coercion, or discrimination practiced within the agency to encourage or 
discourage membership in a labor organization. Therefore, employees may 
exercise this right freely and without fear of penalty or reprisal. 
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Certain employees, such as supervisors, management officials and others, 
are prohibited from participation in the management of a labor organization 
or acting as a representative thereof. This is because such participation or 
activity would result in an actual or apparent conflict of interest, or 
otherwise be incompatible with law or their official duties. 

When a majority of the eligible employees voting by a secret ballot election 
in an appropriate unit select a labor organization as their representative, the 
organization is certified as the exclusive representative of all employees in 
the unit. This entitles the labor organization to act for and to negotiate 
agreements covering all employees in the unit, regardless of labor organiza- 
tion membership. The union represents the employees in all matters 
pertaining to conditions of employment, including personnel policies and 
practices. An agreement negotiated between the exclusive representative 
and management constitute the contract for the unit. 



GRIEVANCE 




The dignity and importance of each individual are recognized and respected 
in the Bureau. Any employee presenting a grievance is assured that there 
will be no restraint, interference, coercion or reprisal, and that the grievance 
will be considered fairly and objectively on its merits. 

Informal — ^When you are dissatisfied with an action that affects you, you 
should first discuss your dissatisfaction informally with your supervisor. If, 
for some reason, you do not wish to do this, you may discuss the matter with 
a higher level supervisor, your administrative officer, or with your SPO. 
Informal consideration must begin within 15 days following a specific act or 
occurrence, but may be initiated anytime for a continuing condition. 

Formal — If informal consideration does not result in a satisfactory adjust- 
ment, you may file a formal grievance within 5 days following receipt of the 
informal decision. The full procedures for doing this are available in each 
office and assistance is available from your SPO. 
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Where an exclusive unit recognition with a labor organization is in existence 
and an agreement (contract) has been negotiated, it is mandatory that a 
grievance procedure be written into the contract. When such a procedure 
applies, it must be followed by all employees included in the unit when they 
have a grievance. 



EEO COMPLAINTS 




Any employee whobelieveshe or shehas been discriminated against because 
of race, religion, sex (including sexual harassment), color, national origin, 
age, and/or mental or physical handicap may file an Equal Employment 
Opportunity (EEO) complaint. If you decide to file a complaint you must 
contact an EEO counselor or officer within 30 days of the alleged discrimi- 
natory act. 

Informal — ^The complaint process provides an initial period of 21 calendar 
days for informal discussions in order to attempt to reach a resolution. 

Formal — If the complaint cannot be resolved informally within the 21 
calendar days, you will have 15 additional calendar days to file a formal 
complaint. You will be afforded a reasonable amount of official time to 
present your claim to an EEO counselor. You may request anonymity until 
and/or unless you file a formal complaint. You may be accompanied 
throughout the complaint process by a representative of your choosing. 
Should you file a complaint you are assured that you and your representa- 
tives and/or witnesses shall be free from restraint, interference, coercion or 
reprisal during the presentation and/or processing of your complaint. 
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CONDUCT AND 
RESPONSIBILITY 




As an employee of the United States Grovernment, you are expected to comply 
with Federal laws and to observe the regulations of the Office of Personnel 
Management, the Department of the Interior, and the Bureau of Land 
Management. You are expected to be aware of your privileges and respon- 
sibilities as a Federal employee. All employees must familiarize themselves 
with Title 43 of the Code of Federal Regulations, Part 20. 735, "Employee 
Responsibilities and Conduct." A copy of this release is furnished each 
employee upon entrance on duty. You should make appropriate inquiry 
before involving yourself in any practice or activity which may be subject to 
question. Employees new to the Government sometimes do not realize how 
innocent acts may appear to a member of the public. Those outside the 
Bureau and the Department are inclined to judge the entire Bureau and 
Department on the basis of personal conduct of employees during and 
outside of working hours. 

You are permitted to express your opinion and points of view on matters 
before you for consideration. However, after a policy has been established, 
you are required to comply. If you fail to carry out any lawful regulation, 
order, or policy, or refuse to obey proper requests from your super- 
visors, you may be subject to appropriate disciplinary action. When the 
opportunity arises to be of assistance to a member of the public, whether by 
telephone or in person, remember that you are dealing with an individual. 
In his/her mind, you may represent the Federal government, and thus he/she 
could form an opinion of a major Federal program on the basis of your 
responsiveness, or worse, your lack of it. 

The following is a discussion of some types of misconduct. This should not 
be considered a substitute for a thorough review of 43 CFR 20.375. 

Attendance and Tardiness — ^You are expected to be at work by your 
scheduled starting time unless your supervisor has approved leave or 
delayed arrival. Occasional instances of unscheduled leave (calling your 
supervisor at your scheduled reporting time for annual or sick leave) or 
tardiness may be unavoidable. Habitual tardiness and/or unscheduled leave 
could lead to disciplinary action. 
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Gambling and Use of Intoxicants — ^You are not permitted to gamble or use 
alcohol while on official duty and within federally owned or leased property. 
Intoxicants are not to be taken at any time while operating, or for a 
reasonable time period prior to operating, a vehicle or equipment. Criminal, 
infamous, dishonest, or immoral conduct on the part of an employee may be 
causes for removal from Government service. 

Government Supplies and Property — ^You are cautioned against taking 
home or converting to private use Government property that you may 
assume is no longer needed or is of no further value to the Government. To 
do so constitutes misconduct. You will be held accountable for government 
property and monies entrusted to you. It is your responsibility to protect, 
conserve, and use them economically. When you are authorized to use a 
Government automobile or aircraft, it does not include using the vehicle for 
pleasure, shopping, camping, hunting trips, or sight-seeing. Unless author- 
ized in advance in writing, you are not permitted to use a Government vehicle 
to travel between your residence and place of employment. A government 
automobile is to be used only for matters connected with official duties. 
Unauthorized use of a government vehicle, including airplanes, carries a 
mandatory penalty of at least 30 days suspension. 

Interest in Public Lands — As an employee of the BLM, you and your 
spouse are prohibited from voluntarily acquiring any interest in lands or re- 
sources administered by the Bureau, or retaining an interest in lands or 
resources administered by the Bureau, during employment with the Depart- 
ment of the Interior. This includes ownership of stock in a corporation if 
that corporationor its subsidiary holds an interest in Federal lands. You are 
not permitted to have an active real estate broker or salesmen's licence while 
you are employed by BLM. 

Seasonal or intermittent employees except U.S. Mineral Surveyors em- 
ployed for less than 180 working days in a calendar year; and temporary 
employees appointed for less than 130 working days in a calendar year en- 
gaged in field work relating to land, range, forest, and mineral conservation 
and management activities, may retain interests which they hold, 
including renewal rights in lands or resources administered by the Bureau. 

If you are in doubt as to whether acquisition or retention of any interest in 
lands or resources would violate the provisions of the regulations, you should 
contact the Assistant Ethics Counselor in your SPO. 

Financial Interest — Employees may not have direct or indirect financial 
interests that conflict, or appear to conflict, with their responsibilities and 
duties as Federal employees. You may not, except officially in the discharge 
of your duties, represent anyone before a court or Government agency in a 
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particular matter in which the United States is a party or has an interest. 
You may not use your Government employment for per sonal gain for yourself 
or another person. Further, you may not give the appearance of using your 
emplojTnent for private gain for yourself or another person. 

Outside Work — You are permitted to have another job only if it does not 
prevent you from devoting your primary interests, talents, and energies 
to your position in the Bureau. For example, abuse of leave privileges 
in order to engage in outside work shall be treated as an interference with 
official performance. Also, there must not be a conflict of interest. A 
"conflict of interest" may be defined as when a Federal employee's 
outside activities, usually of an economic nature, conflict or raise a 
reasonable question of conflict with his/her Government duties and 
responsibilities. Outside work may not be conducted on Government 
time, nor may it involve the use of Government funds, facilities, or 
equipment. You must report to your supervisor outside employment 
performed frequently or on a standardized schedule. If you have any ques- 
tions concerning outside employment activities, please consult your 
supervisor or personnel office. 

Political Activity — As a citizen, you have the right to register and vote and 
to express your opinions on political questions and candidates. As a Federal 
employee, however, you are restricted by the Hatch Act from taking an active 
part in partisan political management or partisan political campaigns and 
elections. You may attend a primary meeting, mass convention, caucus, etc. , 
and vote on any question presented. You may not, however, act as an officer 
of the meeting, convention, or caucus; may not be a delegate to a convention; 
may not address, make motions, prepare or assist in preparing resolutions, 
represent others, or take a prominent part. You cannot prepare, organize, 
or conduct a political meeting or rally if partisan politics are involved. You 
may be a member of a political club and vote on questions presented by you. 
However, you may not be active in organizing such a club or be an officer of 
the club, nor may you take an active part in its management or affairs, 
represent other members, or attempt to influence other members by your 
actions or words. You may not distribute campaign literature. You may 
display aposter or picture in the windows of yourhome or in your automobile, 
and wear a political badge or button, unless restricted by agency regulation, 
while carrying out your official duties. 

You may participate in activities or organizations that have for their primary 
objective the production of good government or the local civic welfare, 
provided such activities have no connection with the campaigns of partisan 
candidates or parties. You may be a candidate for office in a nonpartisan 
State or local election and serve, if elected, as long as holding such an office 
would not conflict or interfere with your official duties, or adversely affect our 
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programs or relationships with the public. Penalties required by law for vio- 
lating the limitation and restrictions on political activity are severe. If you 
are interested in engaging in political activity of any kind, you are urged to 
consult your SPO. 



Use of Telephones — ^You are authorized to make reasonable, but limited, 
use of Grovernment telephone systems for necessary personal calls that are 
consistent with the following criteria: 

- The call does not adversely affect the performance of your official duties 
or your organization's functions; 

- It is of reasonable duration and frequency, and; 

- It could not have been reasonably made at another time, or; 

- It is provided for in a collective bargaining agreement which was 
negotiated prior to issuance of the latest GSA regulation. 

All other personal calls made during work hours from Government tele- 
phones must be placed over the commercial telephone network and charged 
to your home number, non-Government personal credit card, or the party 
called. 

When in a travel station for more than one night you may be reimbursed for 
one call each night. The length and number of such calls shall be kept to a 
minimum. In conducting official business by long-distance calls, you must 
use the Government's long-distance telephone network, generally called the 
FTS, whenever such service is available. You can make official long-distance 
calls via FTS, to other Government and non-Grovernment telephones. The 
FTS is for official Government business only. 
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DISCIPLINARY 
ACTIONS 




Disciplinary Actions — Disciplinary actions may be imposed upon employ- 
ees whose conduct raises problems. Examples of misconduct are insubordi- 
nation, failure to follow instructions, misuse of leave, absence without 
leave (AWOL),excessive tardiness, and immoral conduct. Disciplinary 
actions for misconduct range from a written warning or letter of 
reprimand to a suspension of 14 days or less. Suspensions for more than 
14 days, reduction in grade or pay, furlough of 30 days or less, or 
removal are considered "adverse actions". Consideration will be given to 
all factors involved in deciding what penalty is appropriate, including not 
only the gravity and frequency of the offense but also any mitigating 
must be followed before taking certain disciplinary actions or any adverse 
action against any career, career-conditional, or indefinite employee in the 
competitive service not serving a probationary or trial period. Procedures 
include a written notice to the employee of the proposed action stating the 
reasons for the action and provide the employee with an opportunity to reply 
before the final decision is made. The deciding official must consider the 
employee's reply, if any, before making his/her decision, and notify the 
employee in writing of the decision. A decision that results in an adverse 
action can be appealed to the appropriate office of the Merit Systems 
Protection Board, or grieved by an employee represented by a union. 
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PERSONNEL 
RECORDS 




Your Official Personnel Folder — ^Your Official Personnel Folder (OPF) 
contains the official papers pertaining to your employment, and is the 
permanent record of your service in the Federal Government. It is main- 
tained for official use only, and is not open to inspection by unauthorized 
persons. Records are kept on who, when, and why an OPF was reviewed. 

You may inspect your own OPF and may copy any of the material or data in 
it. If you wish to review your OPF you should contact your SPO or 
administrative office for an appointment. Any sensitive medical information 
is filed apart from the OPF and is only disclosed to a qualified physician or 
other person to whom you give a written release. 

Protecting Your Personal Privacy — Our Nation's founders placed a 
great value on human worth, individual dignity, and the right to privacy. 
The Privacy Act of 1974 strengthened these rights. You are permitted access 
to most records that contain personal data about you, and to request 
corrections of such records where appropriate. There can be no secret records 
kept that pertain to you except as statutorily provided. There can be no 
unwarranted disclosures of information from these records and the records 
should contain no unnecessary or, insofar as possible, incorrect information. 
A member of the public, upon request, does have a right to certain informa- 
tion about a Federal employee: name, grade, current occupation, salary, 
location, and prior salary. Your home address and home telephone number 
are not public information and are not disclosed. When you help to ensure 
the privacy of other employees, you will be working to safeguard your own 
individual right to privacy. 

Changes in Name, Marital Status, Home Address, or Dependents — 

Your salary check is sent to your home address or to a financial institution 
for credit to your account. You should keep this information current and 
report any changes, including name, home address, or dependents to your 
supervisor who will help you initiate the forms required to inform the 
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personnel and payroll offices to make appropriate changes in personnel and 
payroll records. Unless you change your name bycourt order or marriage, 
you should sign your name in the same way on all official forms and 
documents.lt is required that you use a given name as well as one or more 
initials, if you have any. A woman, notwithstanding her marriage, has the 
right to use her maiden name on Government records, provided she uses the 
same name consistently on all records. She may also elect to use the prefix 
Ms. instead of Miss or Mrs. 



RESIGNATION 




If you resign from your position you are expected to give as much advance 
notice as possible. Two weeks is generally considered the minimum notice, 
although more is desirable, if possible. The resignation, submitted in 
writing to your supervisor, should include the effective time and date, a 
forwarding address, and your reasons for resigning. When you leave the 
Bureau, all buildingpasses, keys, identification cards, and other credentials 
or Government property must be turned in to the appropriate administrative 
office. Any indebtedness to the Government for travel advances, leave used 
but not earned, and the like, must be liquidated before final salary payment 
is made. 



REDUCTION 
IN FORCE 
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It is sometimes necessary to reduce employment or abolish a position 
because of lack of work or funds, or for other reasons. If personnel cuts must 
be made, the order in which employees are separated is determined on the 
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basis of status, length of service, veterans preference, and performance 
rating. If you should be affected by a reduction-in-force, you will be given an 
explanation of how the order of retention and separation was determined, 
and an opportunity to inspect the retention register. Your personnel office 
will make every effort to effect the necessary reduction through reassign- 
ment of employees to other jobs, placement of employees in other bureaus or 
agencies, not filling jobs already vacant, shifting surplus employees to new 
projects as jobs occur, and through other measures designed to protect 
employees from adverse effects. If the reduction cannot be accomplished 
through these measures in the time allowed, it becomes necessary to make 
involiintary separations. If you then feel thatyouhave been affected through 
error in applying the reduction-in-force system, you are entitled to appeal 
the action. 



SEVERANCE PAY 




If you are involuntarily separated from a career appointment without 
personal cause, and if you are not eligible for retirement on an immediate 
annuity, you may be eligible for severance pay. The amount of allowable 
severance pay will be computed by your personnel office. 



UNEMPLOYMENT ^A^ 
COMPENSATION FlV 



Federal employees, with a few exceptions, are covered by unemployment 
insurance without cost to them. Therefore, if you are involuntarily sepa- 
rated for any reason, other than misconduct, you may be eligible to receive 
such benefits. Unemployment benefits are paid by a State employment 
security agency under the provisions of its employment security law. The 
States are reimbursed by the United States Government for payments to 
Federal employees. The amount of your weekly payment is dependent upon 
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the law of the State where you were last employed. Further information and 
necessary forms for filing a claim will be furnished to you upon separation 
from Federal employment. 



CONCLUSION 




It is hoped that you have found this booklet interesting and informative. 
However, you should understand that the information it contains is not 
complete without other standard publications that have been distributed on 
individual subjects. If you have other questions concerning your employ- 
ment please feel free to discuss the matter with your supervisor, or take them 
to your administrative or personnel office for advice and guidance. 
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